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D.TRODUCTION

In the following pages are summaries of detailed studies of personnel and .inancial requirements and work-
load at the Armed Services Technical Information Agency (ASTIA) Document Service Center (DSC) at Dayton,
Ohio. These studies are based on known workload for FY 1952 for the purpose of arriving at unit costs which may
be applied to predicted workloads to determitne personnel and financial requirements in subsequent years.

Personnel and financial requirements for three plans of operations are shown in this study:

Plan "A-" represents a study of operation at the Document Service Center at the time these de-
tailed studies were begun in July 1952. It reflects tbe former Central Air Documents Office
operations as they were at the time these operations were transferred to the management of
ASTIA.

lan"B. . represents opera:ions at the DoCument Service Center as they are contemplated under
ASTIA with important improvements in service (entailing additional functions) and reduction at
elimination of other former services believed by the ASTIA management to be non-essential to
the hard core of ASTIA's mission at this time. Plan "B" also reflects requirements without in-
tegration of DSC activities with those of the Office of Naval Research under contract with the

Library of Congress.

Plan "C" represents operation of the Document Service Center under the RDB-approved plan of
integration with the Navy-sponsored activity at the Library of Congress.

One of the really important advantages to the Department of Defense in the formation of ASTIA is the
extension of the best of the previous separate techitical documents services to all agencies of the Department
of 'Defense and their contractors. An equally important advantage is the elimination of duplication of activity
where it existed.

The financial requirements to achieve both objectives are contained in Plan "C." Plan "B" reflects only a
partial achievement of these objectives, namely, in the adoption of certain highly desirable services of the Library
of Congress by ASTIA for extension to those agencies and contractors served by the Document Service Center.

Under Plan "C," the most substantial burden of extensln of service falls upon the Document Service Center.
For example, the Technical Information Division (TiD) of the Library of Congress now issues a reports availability
announcement bul.LLn and distributes microcard copies of its documents - services not rendered by DSC. tbder
Plan "C, " DSC will be responsible for rendering these services not only to those foriserly served by TID but to
those served by the Document Service Center as well. On the other hand. DSC prepares and disseminates facsimile
copies of its :eports upon demand, while the Library of Ccngress activity renders loan service when duplicate czipes
are unavailable. Under integration, facsimile copies will be made available by DSC to all Defense Department
agencies and their contractors.

The cost of TM microcard service is borne entirely by the Office of Naval Researci Apart from the Ukbrry of
Congrets contract. The cost of this inportant service must henceforth be carried by ASTIA. A ootinuation of
the ONR mncrocard contract with a commercial firm wvuld cost ASTIA in excess of $130, 000 annually under
Plan "C." However. by fabricating microcards in DSC's own facilities, the direct cost will be $72. 886 - a
savings of nearly $60, 000 based on FY 1962 workload, but still a substantial addition to ASTIA'& financial re-
quirements.

tinder Plan "S." a net dollar saving of $22. 000 is realized over Plan "A." At the same time a net addition

of four positions is required. Actually. the elimination of certain Plan 'A" serviles and streaini of gmocedome

in Plan "I" result in a reduction of 24 positions and a gross annual savings of S1.56, 000, ot roughly 140. Tb

I-I



reductions are oifset, however, by the inauguration at DSC of the highly desirable and useful mlcrocard and announce-
ment bulletin services.

Since there is a very small overlap in the list of t.hos served by the Document Service Center and the Ubrary
of Congress activity, the con bination of lists and extension of' service with integration (Pl4n "C") substantially in-
creases the personnel and financial requirements of the Document Servic Center. The summary tables (I alJ If)
and subsequent sections of this report, particularly Section IL show why tlis is true.

Directly following are summary tables (I and II) showing the computed personnel and financial requirements
of ASTIA under Plans "A," "B, " and "C" based on the known workload for FT 1952 and the projected workload for
FT 1953. These tables are derived from the detailed exhibits and computations included in Sections I, I. and IV
of this report.

The marked rise in the volume of business as indicated in the analysis of workload in Section I clearly shows
tnat personnel and financial requirements for ASTIA will sontinue to rise at least until after the research and develop-

ment activities of the Department of Defense begin to level off. In this connection, too, there is in progress a study
of the potential "market" for ASTIA services which strongly indicate% that a number of Defense agencies and their
contractors are still unaware of the reports services available to them. ASTIA requirements will necessarily indrease
as knowledge of its existence snreads and more demands are made upon it for service.

(



TABLE I

SUMMARY OF TOTAL ASTIA ANNUAL REQUIREMENTS BASED ON FY 1952 WORKLOAD

PLAN "A" PLAN "B" PLAN "C"

$ in $ in $ in

Personnel Thousands Personnel Thousands Personnel Thousands

DSC Direct Personal Services 205 $ 779.4 210 $ 793.8 242 $ 916.1

DSC Other Direct Charges - 181.2 - 149. 1 - 224.6

Subtotal - DSC Direct Charges 205 $ 960.6 210 $ 942.9 242 $1.140. 7

DSC Overhead and Administration 32 194. 4 31 190.2 31 190.6

Total DSC Operations 237 $1, 155.0 241 $1, 133. 1 273 $1. 331.3

ASTIA Headquarters Personnel 12 85.5 12 85.5 12 85.5

ASTIA Headquarters - Other Charges - 25. 6 - 25.6 - 25.6

Regional Offices Personnel 4 15.6 4 15.6 4 15.6

Regional Cfflces - Other Charges - 8. 1 - 8. 1 - 8.1

ASTIA Research Contracts - 69. 0 - 89. 0 - 69. 0

Special Equipment Purchase - 50.0 - 50.0 50.0

Library of Congress Contract - - - - - 638.5

Total ASTIA Requirements 253 $1,408.8 257 $1,386.9 289 $2,223.6



TABLE 1i

SUMMARY OF TOTAL ASTIA ANNUAL REQUIMENTS BASED ON FT 1953 WORKLOAD*

P~LkNI "" PLAN "C"

sin $in
Personnel Thousands Personnel Thousands

[SC Direct Personal Services 230 S 848.6 285 $ 992.3

I;SC Other Direct Charges - 204.7 - 300.0

Subtotal - DSC Direct Charges 230 $1.051.3 265 $1,292.3

r SC Overhead and Administration 33 192.8 33 196.2

Total DSC Operation 263 $1,244. 1 298 $1.488.5

/. 5TIA Headquarters Personnel 12 85.5 12 85.5

ASTIA Headquarters - Other Charges - 25.6 - 25.6

r.egional Offices Personnel 4 15.6 4 15.6

Regional Offices - Other Charges - 8. 1 - 8. 1

ASTIA Research Contracts - 69.0 - 69.0

Special Equipment Purchase - 50.0 - 50.0

Library of Congress Contract - - 63.5

Total ASTIA Requirements 279 $1.491.9 314 $2,415.8

Estimates based on assumption that 1/2 increased workload over FT 1952 can be absorbed
without increase in personnel.



SECTION I
STUDY OF ASTIA WORKLOAD

This Section contains statistical informatio u.,u workloads experienced by USC and TID during the fiscal

years 1950, 1951, and 1952. with projections to 1953 and 1954 fx the ptupose of foecasing personnel Mad
financial requirements for these two years,

With increasing attention being brought to the available services of ASTIA throug establdiument of field
offices, and with contractor and project officer participation in the ASTIA program becoming a matter of aom-
tract obligation, there is no reason to believe that the upward trend of reports received by ASTIA or requaild
will level off in the next two or three year.

In Section MI of thIs report, the basis for determining financial requirements is to be found in the farm of a
detailed cost analysis predicated on FT 1952 workload. Direct unit costs are derived for each workload area
which are applicable to the workload charts contained in this Section. Table HI shows the relationOip between
the workload charts of Section I and unit costs developed in Section 1I. Every going organization has a certain
ability to absorb more workload without increase in personnel Therefore, a direct appllca.4on of historical unit
costs to predicted increased workload would result in higher-than-needed budget estimates. Determination of
this "workload absorption ability factor" in advance is most difficult. It varies almost from month to month and
is most accurately determined by hindsight tather than by foresight. Nevertheless, this factor Is included In ttds
report based largely on the optimistic feeling of the ASTIA management that improved efficiencels are possible
within the next two years, and that reserch in documentation methods will return subsuntial dividends. Thee-
fote. an assumption is made that ote-half the increased workload for 1953 can be absorbed without an intoe
in personnel requirements.

ASTIA workload may be roughly divided into two parts:

1. Workload associated with receipt, control, and storage of reports (Input)

2. Workload #.nociated with dissemination of information (output).

This divisi n has proved to be significant in determining the combined workload of DSC and TID. Careful
study shows that on the input side, approximately 50* of the report titles received and processed by TID had
already been received and processed by PSC. Therefore. in this report the combined ASTIA input workload Is
considered to be that of DSC plus one-half that of TID. On the output side. no significant duplication is apparmt.
The "customets" of the two organisations are almost entirely different and the services rendered differ markedly.

Therefore. ouTput workload for ASTIA is considered to be the tumn of that of the two organizations. Thea work-

load combinations are used in developing Plan "C."

S~inI-



TABLE Iln

CORRELATION OF UNIT COSTS AND UNITS PM.DUCED
PLANS -A," "3," & "C"

BASED ON FT 1952 WORKLOAD

FUNCTIONAL AREAS PLAN "A" PLAN "B" PLAN "C"
Unit Cost Units Produced Unit Cost Units Produced Unit Cost Units Produced

Receiving .088 221.480 .087 221,480 .086 261,02
Duplic4te Check .117 181,327 .115 185,816
Document Storage Malntenanc-. .224 161,327 .246 186, U6
Descriptive Cataloging 1.807 50,925 1.250 50,925 1.21 s5,552
Subject Cataloging .786 34,195 .740 34,195
Distribution Classification .810 34, 195 .848 34,195 , 29 42,401.
Abstracting .975 14,468 1.060 14,468

licrofilming 2.567 34,19 2. 418 42,077

Catalog Card Pxeparation:
AD .010 4.638.720 .016 2,631,900 .004 4, 0. 999
AD No Abstracts .014 2,369.520 .009 3.,452,226 .004 6.520.001
Pa .023 1,500,000 .021 1,500,000 .028 1,500,000

Catalog Cad Distribution .005 4,178.629 .004 3,193,700 .004 6,614.758
TAS Preparation (Tiles) 2. 716 24.250 2. 794 31. 760
TAb Preparation (COules) .562 117,520 .5681 12.776
TAB Distribution .177 117,520 .146 162.776
Microcards (Titles) 4.408 12.000 4.702 15.500
Microcards (Copies) .088 6O0 000 .094 775,000
Reclasslfication Bulletin Prep. (Tides) .744 782 .643 1,179
Recla/iflcation Bulletin Prep. (Copil)o.244 ),12,000 .046 12,000 .040 16,200
Reclalsiflcation Bulletin Distribution .1J 84 12,000 .081 16.200
Request Processing 5.856 24,448 4.089 24, 448 4.033 38.588
Document Supply Storage .939 37,581 .870 37,581 .759 52.81
Document Supply Reproduction 5.597 42,832 02.580 42.832 2.321 5,482
Document Supply Acquisition 1. 742 9,313 2.628 4,856 2.933 3, 104
Demand 0bliography 32.423 1,312 32.808 1,312 33.484 1.60r
Local Llteary Service 1.765 12. 042 2. 25 12.042
British Accenion Lst , 24 2.600
Translation List 14.380 500
Teclancal Data Digest .738 59. 425

Secou~ 12
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SECTION II
PERSONNEL REQUIREMENTS FOR DSC

An exhaustive study was made of manpower requirements for the Document Service Center. Details of this

study are included in Section IV of this report. The method used was to define carefully each area of activity

of the Center 'n terms of the end product. Based on 1952 statistics, the workload of each activity was determined;

the productivity rates of per' 3nnel established; and the productive man-years required to accomplish this workload

computed. Th: resultant man-years were adjusted according to the Air Force standards for leave, etc. The actual

man-years requi,:ed were used in computing personal services financial requirements under Plans "A", "B", and "C".

Table IV sb.,ws a comparison of personnel requirements for each activity at DSC under Plans "A", "B", and "C",

It is here that th- effects of procedural changes in Plan "B" over Plan "A' can readily be seen, as well as the effects

of the large amount of workload absorption by DSC as a result of integration with TID. Minute changes in man-year

requirements result from spreading of supervisory personnel charges from one plan to the next. In the following
paragraphs, significant changes in requirements are explained.

Receiving (of documents). Increase in Plan "C" over Plan "B" is caused by DSC becoming the receiving point

for documents formerly sent to TID.

Detcriptive Catalogin. Reductý.on of Plan "B" over Plan "A" is result of decision to reduce activity in foreign
language documents. Increase in Plan "C" over Plan "W" caused by receipt of new titles formerly cataloged
descriptively by TID.

Distribution Classifyin . Increase in Plan "C" over Plan "B" due to handling of former TID documents.

Subject Cataloging. Elimination in Plan "C" due to transfer of function to TID.

Abstracting. Transfer ef tunctioz to TID.

Catalog Card Preparation. Plan "B" is resz than Plan "A" because of anticipated lower required number of cards
with advent of Title Announcement Bulletin (TAB). Reduction in Plan "C" over Plan "B" because TID is to prepare
reproducible copy for the cata!og cards.

Ca__talo Card Distribution. Plan "B" less than Plan "A" due to TAB. Plan "C" greater than Plan "B" because of
DSC's responsibility for service to former TI) customers.

British Accession List. Eliminated In Plans "B" and "C". Information to be included in TAB;

Transiation List, Eliminated in Plans "B" and "C".

Request Processing. Reduction in Plan "B" over Plan "A" due to streamlining of procedures. Increase in Plan "C"

over Plan "B" due to transfer of entire TI]) load to DSC.

Document Storage. Und'r Plan "B", the library loan function to be transferred to this group. Personnel shift is
reflected here over Plan "A". Increase in Plan "C" over Plan "B" is result of transfer of TID documents and all new
receipts by DSC under integration.

Section II - I 5



Document Reproduction. Plan "B" less than Plan "A" due to decision to request return of facsimile copies.

Estimated reduction in requirements based on 20% success in returns. May be modificd with experience. Increase
in Plan "C" over "B" based on absorption of TID customers.

Acquisitions. Reduction in requirements of Plan "B" over Plan "A" based on decision to acquire documents
not in ASTIA collection only after customer has stated that service is essential. Plan "C" reduced over Plan "b"
, ',,ause of transfer of function to TID except for special acquisition from Wright-Patterson Air Force Base.

Demand Bibliography. Reduction in Plan "B" over Plan "A" due to streamlining of procedures. Increase -

Plan "C" over Plan "B'" due to extension of service to TID customers.

Local Library Service. Decrease in Plan "B" over Plan "A" due to shift of loan personnel to Docatment Storage
group. Increase in Plan "C" over Plan "Bw due to extension of visitor reference service to TID customers.

Technical Data Digest. Eliminated In Pians "B" and "CO.

Mictoflining. Licrease in Plan "C" over Pan "B" due to receipt of documents formerly sent to TED.

JAB. An important new documents availability announcement service.

Microcards. Another important new DSC service borrowed from TID practice because of increasin8 customer
demand. This service is expected to decrease requirements for facsimile copies of reports aldt agh effects cannot
be predicted at this time,

Section 1 -



TAM.L TV

ODWAAATIVE STATUINT OF PEMS)KN?4LL WUIRErI ENTS

PLANS'A," IS.' & *C"
BASED ON FT 1952

Difference Difference

Plan 'A' Plan B" "B" o+,. "A' Plan "C= "C' over "S'

Direct Mian Teets
ftcebing .33 5.36 + .03 6.03 + .67
DipiPU Check 4.98 +4.98 5.73 + .75

Doe. SIMape Mleainance 14.25, + 9.25 11.27 + 2.02
Dsctriptve Catalowi g 23.32 16.75 - 6.57 19.26 + 2.51
Dblvlfum ClaUiffcatlcn 5.64 5.78 + .14 7.47 4 1.69
Subject Cakllotg 5.15 5.06 - .09 - 5.06
,atmacting 3.05 3.5s. + .52 - 3.57
_imflimize 22.W 22.•9 27.50 * 4.51
CatalogCard Preparaion 26.53 24.65 - 1.88 18.84 - 5.81
Catalog Cud Distribution 6.07 4.05 - 2.02 5.73 + 1.68

&Mtish Accenior i-It .61 - .61
Rechlaue-arlon 33Jetxh. iicpration .17 .15 - .02 .17 + .02

fieclarulftc•doa Buleflen Dlstibution .63 .63 .38 .25
Tramlation List 1.64 - 1. 64
TAB Pzepatl•a 12.73 +112.73 16.94 + 4.21
TAB DistributO 4.22 - 4.22 4.59 + .37
Miencards IG. 63 +10.68 13.26 4 2.58

u•Pewas oceaslng 33.91 24,64 - 9.27 38.50 +13.86
Doc. Stwae: Sulry 9.59 8.75 - .84 10.04 + 1.29
Doe, qrodiwchto 12.930 11.97 - .96 19.57 + 7.60
Doc. Acqaiadou 4.56 2.97 - 1.59 2.26 - .71.
Demand ibliography 15. 77 11.19 + .42 12.91 + 1.72

L, &Iaz 13.5-3 8.00 - 7.53 7.19 + 1.19

Teclhical Datu Divest 5.00 - 5.0<0
Totel Direct Wan Yeas 191.42 196.37 227.64

Mdirect M"a Teuba 5.97 4.65 - 1.32 4.75 + .10
•hnnirateve Penetwl 28 26 26

Total Ml" Teen 223.39 227.02 + 3.63 268.3.1 +31.37

0 tn Exribit -A.' Plan A Mtcrofiltning 22.99 man years wss ch.arged aga'nMt Document Reproduction for a
rttai of 35.92 man yea)v . It is bcokec dowc on this table to vinmit comparison of requairements.

Section . - 3



SECTION IM
FINANCIAL REQUIREMENTS

In this Section, financial requirements for operation iA ., Document Service Center are presented in the
form of a detailed cost analysis based on 1952 workload. For each of Plans "A, " "1, " and "C" there is a prin-
cipal exhibit (Exhibit "A") showing financial and personnel requirements for each end item as contributed by
the main organtrational divisions of DSC. Added to this are other costs such as supplies and maintenance.

Direct costs are derived first, to which are added adminlstritive and overhead costs. Unit costs ar: basce on
direct costs for purposes of application to workload trends.

Supporting Exhibit "A" are a nunber of schedules showing details of personnel requirements and spread
of allowable costs to the various e.nd items.

The following are pertinent explanatory notes in connection with Exhibit "A" and supporting schedules:

a. Basic man-days were determined by workload for each operating section and were converted to man-
years on the basis of 216 work days (days on the job) per man-year. (See Section IV. )

b. Dollar requirements (Schedule I) are based on the third salary step of each grade for all employees.

c. Administrative costs include salaries of all personnel other than those dircctly chargeable to specific
end items. They also include all travel and the cost of 15 guards.

d. Basic mai.-year requirements are rounded oat to full positions required with corresponding dollar
requirements added tc the total.

e. Overtime costs are estimated at one percenw of total salaries.

f. Supply requirements for all these plans are worked out in detail in Schedule III in Plan "C." Supplies
for Plan "A" are computed at 68% of Plan "C, " and for Plan "B, " 63% of Plan "C."

g. Machine maintenance and rental are service contract obligations.

I

i Section 1ff - 1

iI



r-oouseft Servio center
Sunaury of Costs and Man Years, Plan "A"

In Whole Dollars and Man Years
Exhibit A r•ub cnt Analvsis Cataio 'g ,Irx rvic

Descript. ,%bect UistrIlution ttIOg CartTotPl Receiving Cataloging Catalo ing Classific. Abstrpcting Cards Dir;tri__•

Direct O24ratinrv Co"te•
Personal Services

Docun P sing 158,857 18,650 87,956 25,714 26,537
Man Years 9 .44 5.33 23.52 5.64 5.15

Request Services 194,425
Man Years 47.01

Library 78,900
Man Years 23.00

Editorial & Copy Preparation 89,025 13,5U0 4b,Uo5 .L,t03
Man Years 2L4.17 3.05 15.94 .51

Reproduction 175,533 146,993 819
Man Years 49.96 12.59 &

Shipping 29,551 17,823
Man Years 8. L_ 5._4

Total Personal Services 716,291 18,650 M7,956 25,714 26,537 1), 500 "2,906 e0,325
Total Direct Man Years 191.42 5-33 25.52 5.6"$ 5.15 3.05 L6.53 6.07

Overtime, Lump Sum Leave, FICA 16,753 438 2,057 601 622 316 2,161 i.94
Operating Supplies 137,734 300 1,419 145 428 W17 17,706 452
Maintenanoe & Machine Rental 4,710 132 579 140 128 76 659 151
Printing 22,000

Total Direct Costs 897,526 19,520 92,011 26,870 27,715 -- IT,---- U - -- ,42 21,422

Administrative & Overhead Costs:
Personal Services 138,096 5,590 16,958 4,958 5,110 2,596 L7,911 5,922

Man Years 31.96 .8-3 3.92 1.15 1.20 .!4 4.15 .91
Overtime, Lump Sum Leave, FICA 3,190 83 392 115 1 41b 90
Travel & Guard Service -0,100 1,36 6,ýlI 1,907 1,97U 1,004 6'-,18 1502

Total Administrative & Overhead Costslh,06 5,059 2?5, • 6,980 7,19S j,66o L'"'5 5,514

Total Costs 1,091,912 214,579 115,676 -- ,850 ,
Total Man Years 223..3 6.16 27.24- 6.79 6.35 5.65 "0.68 6.98

Positions Required 237 7 8 7 4 )2 7
Additional Dollar Requirements 63,1. 5,30 7,466 6,032 •1 ,372 1,7U5296J 7L
Total Dollar Requirements 1,155,055 27,9"29 12,3,2 59,8W2 4&5 -- 19,71 -27,U11
Unit Costs, Direlot Costs Onlyl

Unite Produced 221,4•0 50,9"25 54,195 34,195 111,1469 ,508,2i1 0 4,178,629
Uocuments TitLes Titlr, TitleUs Titles C>rJs a rd3

Unit Costb .088 1.907 .786 .alO .c75 .u-5
7,008,2140 Lý,A(,7u ýTi at .ul

e,)&),520 U71 -t .01

1,50VUUu TB at .V?



Catalog rr-ir• Document Supply Service
ratalog i• Ili! tish Reclass. Trangla. Request Demand Local Lib. Tech.Data

n Cards Di tribu. ,cc. List Bulletin List Process. Storage Reproduction Acquisition Bib. Service Digst

108,"49 29,303 15,470 31,003
25.,.7 8.35 4-56 8.13

311 261,993 4,863 47,133
.10 7.94 1.43 13.53

L•,Ue It l,ih04 P02 5,306 20,907
15.94 .51 41 06 1.20 5.00
46,9893 19 412 1,4•4 121,290 4,665
12.59 ze .11 .37 34.51 1.16

17,825 •1 2,136 232 4,163 4,710 156
__ __ __ __ .10 .63 .07 1.24 IOU, .0

~297- 20,525 2,0146 2,750 7,002 1332LI2 34,4ft 126,000 15P470 5.W713 0,07
26.53 6.67 .61 .90 1.64 33.91 9.59 35.92 4.56 10.77 13.5 5.00
2,161 t!94 48 87 l1L 3,166 797 2,993 385 933 1,079 Lao

17,706 452 3 63 113 3,910 785 109,89 2r0 656 760 3r7
659 151 15 27 34 840 w 8s8 121 263 328 124

-- I7,13,42 21!122 , ,93 7 .. 7,290 iJ43,158 35,2291 P39,715 .16,M6 42,539 L4,00 4

17,911 3,)22 400 525 1,353 26,073 6,ý49 24,305 2,983 7,9W4 9,087 4,032
4.15 .)1 .09 .12 .31 6.03 1.49 5.62 .69 1.82 2.10 .93
41t 90 9 lb 27 603 152 560 73 178 205 93

6, 18 ,0o276 446 10,0o6 2, 120 1,221 2,957 3,O0o 14,2
25,4&5 3,31-4 505 617 I,6o 56,712 9,125 5/4,175 4,277 10,979 12,712 5,676

2,06 5,44 9,116 l97Q 44,aJ. 273,M9 20,503 536513 62,01 4,5W4

NO.C8 6.9i .70 W9. 1.95 59.94 11.08 41.54 5.25 12.59 15.63 5.93

S7 1 1 2 42 12 43 ,< I5 17 6

JAW 2553112U Jý2;e 25,,LZ )8 ý ,2ý 167 1ýpa5424

9,508,240 4,172,629 2,600 12,000 500 24,L48 37,581 42,832 9,313 1,012 - 599,495.

(: S 2opies Copies Copies Requests Documents Documents Documents Bibliographies copies

.CV.2 .204 14.5&) 5.856 .939 5.597 1,742 Y2.423 .738

:,240 46,ýL8,72u .7 at .olu
z,)0,920:'Tt .214

1,500,0 - t2 -014 *Excludes 2 indexes totaling 9,200 copies.
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Personal Services Requirements by 0pcratinl Functions

Schedule I

Plan "A"

Indir- t
Direct Supervision Total*

Fmuotion Cost Me io. Cost M.

A. Dooument Processing
1, Doouent Receiving 4.97 16,735 .36 1,915 5633 18,650
2. Dupe Check & Desorpo Cat. 17.67 61,998 102L 6,886 18.96 680884
4. Foreign Language Abstract 1.62 7,852 .11 590 1.73 80442
5. Distribution Classification 10.06 48,357 e73 3,894 10.79 52,251
6. Security Check 2,45 9,663 O18 967 2.63 10,630

C, Request Services
1. Dooument Request 21,16 88,490 1.99 10,324 23.15 98,814
2. Distribution Records 2.58 8,690 .24 1,245 2,132 9,835
3e Document Supply 7.64 25,617 .71 3,686 8035 29,303
4, Demand Bibliographies 7,57 28,011 .56 28992 8.13 31,003
5e Docuent Acquisition 4.17 13,454 .39 2,016 4,56 15,470

D. Library
1. Catalog Card File Maintenance 9,20 29,989 .C7 3,578 9.87 33,567
2. Arck'TeS 7.78 26,.90 .66 2,992 8.34 28,182
3. Reference Service 4,47 15,441 .32 1,710 4.79 17,151

B. Editorial & Copy Preparation
1. Editorial 5,64 25.274 .51 2.815 6.06 28,089
2'. Trping 12.29 38,961 1.10 5,968 13-39 44,929
3. Proofreading 2.07 7,002 018 985 2.25 7,987
4e Illustration & Laout 3,83 12,165 .34 1,878 4.17 14,043

F. Reproduction
1. Photocopy .82 3,437 015 688 .97 4,125
2. Platemaking 3.15 12,108 .28 1,358 3.43 13,406
3. Photoduplioating 1.36 4,136 .19 893 1.55 6 ,0-
4. Offset Duplicating 1.78 6,688 016 772 1.94 7,460
5. Bindery (Collating) 1.03 3,525 .09 A34 1.12 3,959
6. Bindery (Cutting) 4.00 14,201 .36 1,7%9 4.36 15,950
7. Bindery (Drilling) .15 631 .02 93 .17 629
8. Bindery (Banding) .52 1848" .04 196 656 2,042
9. Bindery (Stitching) .43 1,523 .03 142 .46 1,66&
10. Sto-k Handling 1.08 3,688 .10 488 1.18 4,176
11. Conarol 5.04 18,846 46 2.237 5.50 19,083
12. Microfilaing 10.?3 33,291 2.01 9,287 12.24 42,578
13a. Film Processing 2.98 9,754 .59 2,727 3,57 12,461
14. Microfilm Archives 8.12 25,848 1160 7,407 9.72 33,255
15. Process Airgraph 3.23 11,633 063 3,913 3.86 15,446
16. Photo Prints .81 2,710 .16 741 .97 3,451

G. Shipping
1. AddresuograpL 4.56 14,363 .41 2,108 4.97 16,471
2. ATI Cards 2.17 6,937 .20 1,041 2.37 7,978
3. Request Documents 1.97 6,286 .18 930 2.16 7,216
5. Reclassification Bulletin 055 1,754 .08 316 .61 2,070
6o Demand Bibliography .05 156 - - 05 156
7. ASTIA Publications .06 187 - - .06 187
8. Fbm Letters OP5 931 .04 204 .27 1,135
Total Direct Man Years & Salaries 179*19 645,048 18000 92,1/0 197.39 737,218
Less Preparation of Manuals

and Brochures 4.62 16,195 1135 4,732 5.97 20,927
174.77 "628,863 165.5 $87,4Mg 191,42 1715,291

elote# Total se.aries in each work function reflect the third step of esoh grade.
The tktal salaries divided by the total number of employees equals average
salary used '... leterlining total costs for each funotion,
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PLAN "A" SCHEDULE II

Allocaible Costs Other The~i Direct Personal Services

Direct Personal Serve .es Overtime, Lump Sum L.,ave, FICA $ 1
Administrative Salaries Man Years Salaries

Adminiatrat2l ve Prsonnel 26 :1.117,169 (4)
Administrat.,ve Support 5.9 200927 (5)31.97 ,•138,0096
Administrative Overtime, Lump Sum Leave, FICA 3,190 (6)(7)(9)

Total Admiristrative ?ersonnel Costs
auard Service 4
Temporary Duty Travel
Machine Mainten&.,ce & Rental
Total Except Supplie a
Supplies 13
Total Allocable Costs -535

(1) Overtime represents 1% of Direct Personal Services Costs
(2) Terminal Leave represents 86% of total estimated payments
(3) Social Security iaxes represents 86% of total estimated pa[.ments
(it) Based on thirct step each emplo'yee
(5) Includes distrib.itt:r cf j.97 man w~rs for ..adnaas :nd brochures
(6) Administ-':ý-•. COvertime roipre~ents 1% of saLarLes
(7) TerikUa Le, ,,- xepresenta 114% of total estimated payments
1 0 Social 6ecurity Taxes represents i14ý of total estimated paýments
9ý Fifteen guards at average salary of .,'2900

(10) Estimated
(ii) Distribution of Supplies shovm on Scheciule III

Distribution of Allocable Costs, Except Supplies_ to Primary Activities
(Based on Direct Personal Services Costs)

Direct Over- Admin. Over-
Direct time, Terminal Administrative time, Terminal

ActiViz Salaries Percent Leave, FICA Salaries Lyave, FICA

Receiving 18,650 e.6o 437 3,590 8.7
Descriptive Cataloging 97,956 12•298 2,059 .L6,958 392
Subject Cataloging 25,714 3.59 601 4,958 115
Distribution Classif.cation 26s537 3.70 622 5,110 118
Abstracting 13,500 1.88 317 2,596 60
Catalog Card Preparation 92,906 12.97 2,178 17,911 416
Catalog Card Distribution 200,5 2.J4 476 3,922 90
British Accession List 2,046 .29 49 400 9
Reclassification Bulletin 2,750 .38 87 525 16
¶Ianslation List 7,002 .98 141 1,353 27
Request Processing 155,242 18.88 3l,166 26,073 603
Storage 33•,466 4.67 797 6,i9 i52
Reproduction 126,000 17.60 2,937 24,305 560
Acquisition 15,470 2.16 385 2,983 73
Demand Bibliography 40,687 5.68 933 7,9"4 178
Local Library 47,133 6.58 1,079 9,087 205
Techrical Data Digest _20907 2.92 489 4,032 93

$13909



ces

ave, FICA m$ 16,753 (1)(2)(3)Man Yeairs Salaries

26 ,17,69 (4)5_97 '-o,927 (5) :;
3 1 .- .L 8 ,0 9 6 :

3,190 (6)(7)(9)
la 1286
43s500 (9)
9,600 (10)
4•748 (1o)

157s734 (11)
0353,62l.

Services Costs
timated payments
tal estiztuctd pa,'vnxnts

cr ,,a.Lns ,nd brochures
saiarie s
ti'mated payments
otaL estimated payrments

e II

ss to Prinary Activities
ostsj

Direct Over- Admin. over- Machine

tdme, Terminai Administrative time, Terminal Travel & Maintenance Administrative

rcent Leave, FICA Salaries Leave, FICA Guard 3ervice & Rental Man Years

437 39590 83 1.9 A 132 -83:M
±2.28 2,059 16,958 392 6,521 579 3.92

3.59 601 4s958 115 1,906 3.40 1.15
3.70 622 ,0 1,963 128 1.20
1.88 317 2,596 60 999 76 .60

2.97 2,178 17,911 L116 6,8s7 659 4.15
2.&4 476 3,922 90 1,508 151 .91

429 49 400 9 154 15 .T9
.38 87 525 16 202 27 .12
998 1V41 1,353 27 520 34 .31

"08.8 3,166 26,073 603 10,025 840 6.04
4.67 797 6, W49 152 2,48O 243 1.49
7.60 2,937 24,405 560 9,345 98 5.62
2.1b 385 20983 73 1,147 121 .69
5.68 933 7,A4 178 3,016 263 1.82
6.58 1,079 9,087 205 3,494 328 2.10
2Seco2 489 4 0 3209

*~ 3197
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OFERATING SUPPLIES

PLAN 'C"

Description Justification

Photo Offset Plates (a) Dooments to catalog* 170 per dL$ x 250 days s 42,000 per year, 4 6 per layout
(b) 76 ATI doomients per day requiring extra plates
(o) TAB - 72 pages per week x 52 weeks
(d) Fores to print, 55 x 6 printings (Avg 3 pages)
ý*) Reolassifioation Bulletin, 10 pages, Monthly
f Prefab Bibliographies 11,265 subjeot headings x I reproduction# - 6 per layout

(g Listing scientific & teohnical reportol ASTIA Products & 8ervises, Mlseeollaneoue

Paper, Dennison, Gum For Franked Stickers
Paper, Index, Bristol For ).1,58C,000 cards
Paper, Offset (s) TAB, 3744 pages x 4,000 runs

(b) Misc Forms 22-:1/2" x 35" sheets
(c) Scientific & Technical reports
(d) Misc. Reproduction

Paper, Ma&knLg
Paper, Duplioating, Copy Form 1
Xerox Plates Misc. reproduction
Miseellasous Reproduction Supplies Repair parts for Multilith, speciel ink, cleaner sheets, cleaning solution, etc.
Miscellaneous Addressograph parte
Misoellaneous flezowriter supplies
Corregated cardboard boxes 1000 each of 3 sizes
Binding Wire
Penalty nvelopes 4 sizes
Non-penalty envelopes 3 sizes
Master Mailer Cartons 2 sizes
Paper, Photographic Normal workload is based or 278 recuests per day, avg. 50 pa~es per documents, 0

total of 13,900 pages recuired per day, or 18 rolls
Chan-.ls, Developer, (Airgraph) Based on 278 requests per day. Daily use 4 packages
Chmieale, Btap Based on 278 requests per day. Daily use 3-1/3 packages
Chenicals, Fix Based on 278 requests per day. Daily use 3-1/4 packages
Cheoleale for Processing Miorocard Unit cost same as airgraph chemicals.
Paper, Mierooard Based on 62 documents processed daily, totaling 3600 cards, ,'r 5 rolls of ppper
Microfila Based on 62 documents processed daily requiring 3 rolls daily
Osalid paper and fila For reproducing 20 ozalid recuests daily
Solution, priut straightener To remove curl from photographic paper
Misoellaneoue spare parts For enlarger, paper chopper, etc.
Drawing Paper & Illustration Board For restoration of documents; making badges, signs etc.
Paints, Oils For restoration of documents; malking badges, signs etc.
Drý.wi•g Instruments For restoration of documents; malhing badies, signs etc.
Brushes and Pencils For restoration of documents; making badges, signs etc.
Miscellaneous ink, pens, spray, etc. For restoration of documents; making badges, signs etc.

Total Cost, Operating Supplies

Notei Districution of costs other than those directly
chargeable are distributed on basis of known usage.



PLAO1AW PLAW'E
Q1ua&ity Unit Total Percent Percent
per Year Cod Coat of P U.n C . osUL... of Plan C Coat

a 6, + 0 per layout 7,000 $ .22 ea. $ 1,540 1 82 S 2263 82 1263
3,166 .22 ea. 696 2 82 571 82 571
3,744 .2? ea. 824 3 - - 77 634

990 .22 ea. 217 4 100 217 100 217
LIO .22 ea. 26 • 74 19 74 19

ions - 6 per layout 3,755 .22 ea. 826 6 100 826 100 826
rv1eos, Misoellaneous 5,700 .22 oa. 1,254 7 100 1254 100 1254

250 8 100 250 100 250
231,584 .0292 ea. 6,753 9 74 4997 74 4997

1,872,000 .0136 ea. 25,459 10 - - 77 19603
400,000 .0136 ea. 5,440 Ii 100 514+0 100 5440

9,000 .0136 ea. 122 12 100 122 100 122
5,000 .0136 ea. 68 13 100 68 100 68

12,000 .0383 ea. 460 14 85 393 85 391
450,000 2.02 per M 909 15 77 700 77 700

20 17.00 ea. 340 16 100 340 1w 340
eaning solution, etc. - 3,290 17 100 3290 100 3290

- 100 18 100 100 100 100
- 371 1.9 100 371 100 371

3,000 .0166 ea. 50 20 100 50 100 50
20 1.00 ea. 20 21 100 20 100 20

700,000 .0092 es. 6,382 22 74 4723 74 4723
175,000 .0119 ea. 2,075 23 74 1536 74 1536

7,000 .0429 es. 300 24 100 300 100 300
•ales per docunents, or a 4,500 25.00 ea. 112,500 25 52 95625 52 58500

1,000 2.75 ea. 2,750 26 52 2750 52 1430
833 5.20 ea. 4,330 27 52 4330 52 2252
813 4.80 gao 3,900 28 52 3900 52 2028

- - 450 29 - - 77 347
':r 5 rolls o pnper 1,250 12,04 ea. 15,050 30 - - 77 11589

750 1.78 ea. 1,335 31 77 1028 77 1028
500 32 100 500 100 500

500 33 100 500 0Do 500
700 34 100 700 100 700

388 35 100 388 100 R3

224 36 100 224 100 224
200 37 100 200 100 i00
276 38 100 276 100 276

46 39 100 4 10o

$201,340 $137734 $327512
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Distribution of Coots of Operating Supplies

Plan "A"

ý1b ect knalysis Caao Card Service
Item Descrip. b Disti~ b Abstract- , M British Reclass. Translation Request Document "No. Total Receiving Catalog. Catalog. Classif. Ing Prp. Distr__. Acc. List Bulletjn List Process. ora R

1. 1,2b3 1,263
P. 571 571
3..4. 217 6 27 9 8 4 28 6 1 1 2 41 105. 19 196. 826 826. ,254 33 154 45 46 24 162 36 4 5 1L 236 59
9. 4,997 4,997
10.3.1. 5,440 i11 668 195 LIM 102 706 154 16 21 53 1,028 25412. 122 3 15 4 5 2 16 3 1 24 613. 68 2 8 2 3 1 9 2 1 14 314. 391 39115. 700 

70016. 340 9 42 12 13 6 44 10 1 1 65 1617. 3,290 39 183 53 55 28 1,993 4L- 4 6 15 281 70it. 100 100
19 371 10 46 13 14 7 49 11 1 1 4 70 1720. 50
a1. 20 

10L2. 4,723 4,72323. 1,536 1,536
24. 30015
25. 95,625 

159
26. 2,750
27. 4,330
28. 3,900
29.
30.
31. 1,028
32a. 500
33. 50034. 70o 18 86 25 v6 13 91 20 2 3 7 132 3355. 388 10 48 14 14 7 50 11 1 1 4 74 1s6. 224 6 28 8 8 4 29 6 1 1 2 h? 1037. 200 5 24 7 7 4 26 6 1 1 2 38 938. 276 7 34 10 10 5 36 8 1 1 3 51 15
39. 127, 57 17 1 7 9 60 236 1 2 ,1 26;aPA 301~~~~ ~ 1,4043L2 1 42W 3



Ctog Card Servicee,.Abntract- ýIrd ard British Reclaas. T•818tton paqugst j.Unt erieDemand Locaý U hrary ebtai._ _ngl~~~lll Prep. Distri. Aceo. List Dallettn Lit _ eebr t2dCAFd~to Aqte~ • Bi~ic _

1,263
571

4 29 6 i 1 2 34 10 3 5 126619 14 6
214 162 36 14 5 1 ~ 236 59 220 27 71 741097 

60 65

102 706 154 16 21 53 1,028 254 957 i 309 Y-5 1592 16 31 214 6 21 3 7 6
1 9 2 1 14 3 12 1 4 43912 7o00

6 4 10 1 1 365 lb 61) 7 49 22 10
28 1,993 4 6 15 70 262 32 657 11 1 ; 70 17 65 a 21 2 ii

L5 25
47310 10

4,723 OI
1,536

150 150
95,625
2,7504,3.30
3,900

1,028
50013 91 20 3 7 132 33 123 15 4.0462

7 50 11 1 4 74 is 69 6 22 26 u1
4 29 6 1 1 2 12 10 39 5 13 15 7It 26 6 1 1 2 3o 9 36 4 15 6

536 1 1 3 51 1 ~ 49 6 16 1s a
9 60 1 6 2 02216 14 13 69 51 1,57 722 1 821 109 26
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M"uN'Is- AmD MEIRM P~AM

Schedule IV

Rental of Zkrox $600
Syviooe Contract for C'oraa 1,000
Contract for Ilectrical Services 5w
Contraut for Plumbing SerrAoea 2,000
Ce'tract for epair. to Pr-Ocepsor and Printer 600
Contract for Sharpening Cutter Wades and Drills ,,.Al;

64,748
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Dccqguot SSYY±Xt CW.*tI
SamvzX7 of Cocts and *- Yzar.3, ?a~

In UIgoie 0*1ars mdx an Teers Eddbth A

Doemet Prccoadng 232,,432 18,476 E?12-C4¾867 ýtr 27,693

ihe Tears 10.5e, ,

Reqoet )er~c'b 1932W
UL- Tears 7 Wal 9.25

Li!)nury i5,620

ft".todial & Co3,y ii-%rzat~ia m,
man Teare .5

ftwr4mstiOm 129,5M
mm years 47

Ibe Tears ____________&___

lotal Dir-vct Fermomi s3rvimsS 727,2r. 1SL 18120 3 IZ ZAOLWpi
Total. Jrect be !Tears 196.37 5.36 4- z.7 5.06 5.7! 3-57 &.5

Ovaruiee. 1~m am Leave, rick 16,89-- 429 8:0 563L - 3 1,9*
Opeating Sapp-ie& 12"7,512 293 687 tE5 i6 3$ i3
H~intervmnce & !mewi P~nta1 4,7W 10 m2 LIM & C

ToWa Direct Cofsa 719323 lgUZ3 '%7_59 tA, 053 252 2%,Q223 L5,0A 97,"

WW=Stnr9i. 4e& Cwex1ead Con
Piiý. Nrwicma 133,.,4w 3.4 53s35 6.,%35 :,ZhI 460~ 5.13 , 15.

07rtUimm, Lump 301- :59W, 7YICL 3,U.7 . 29t8 -O ,
?rw'ul aid Ocad Sezrufee a 40 -

Total kdal-ristrative !o verboad -wi~ 413 ,5 ,%-4

Peitizen pwqaitm21 7 6 LL V 0 21

giht Cos", i -ect zw t.¶ 'k.Vy:
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~~~b~~~c~Cat. TIi.Astjt A B llcro.- picla z~s.BaU* Raqueat ~ czsts
- =-+A . .ra --- . c. •=, Ca sst.. Ioa,,. s

24-: Ž ,Zia :27,699
S-72 r. 06 5 .-'PI e .99

1.25
"79,6•9 26,867
20.22 7.46
15,306

4.12
Iz•, 6i t, 1,75 23,735 6,984 !37

IL.33 .51 ?.02 .Oh
39,825- 1 6,1157 324518 415 37,M

3L' .54" .6 9 -66 .11 10.50
;9113,8002Y 4,269 4.613 v .2 1.29 1-47

-~R V.¾ -, ,3 LC1 1, 39,502 552 2,193 ru,995 31,i139 425.06 5.78 3.5 44..5 4..-5 12.73 ;j.2 10.68 .15 .<3 - 8.75 41.97&4. 3.. l,--2C6 2,C&i6 519 1,0*6 323 317 1L 3 92,2r6 7223 993;95 440 11.6 l,265 .1,C08 19,50e 6,4jc5 12,216 12 ~ ~-7 631 ~66
10; 25 M2 295,r3 

2,70 11,5

16 ,,1. -, .,195 2,532 P,-29_ 2 7t273 1 '7 3 !7v!93 5,733 7,17=- -. :2 1.17 .!Z •-•ri Z.7 ,[.9c. r• . • . ,o •• ,
" 2 7 .5 _ 5 9 9 ..66 -2 -000 1.31.

59 :•,: .- " 60 it- 2 4 Z? 133 18
1,3 _,00L. .2, 42 6, 2n 3,1

- * ~623 -61w1I~ , 26,255 192657 7,~ ~~~,1 3 , -79~A1llC.-= 6-. '1,2 Z-x ;M 31W 2,9

35 16 5 33C 1
1_ 15 14 3 -086

21 ýAs"~ 1 13256-35L 
t6,5-76*

-' '.-C~ r~csYi.~. t:1:~ Z ~ -. ,Lt~es Co0pis P.es -n-e :;"L.e^t iiS CW.~~~~~~~~~.~~~A jv.Mz 1-.z ' 2Q .1' .. 7 7 ~ .r .~ 0 2

2.5

6.x-,z--5 1, ax



Crp. a' Cars A B Micro- Re:!s.39.o1 Request Document Sup pn Local libraryL•. ~ ~ ~ D -Wt- • Stri, cards Prep. Distr. DroM~n. Local. Li.b. rsi7gr~v•
-tE98 - t_* Distri.J_ Acg,, Hbliogra~y ftwa

4,4091.25 79,689 26,867 11,705 L1,001

106 7.46 2.97 4 2031444.-. 6.00.,226 1.75 23,.735 6,99 136.7
..,33 ,51 6.88 2.02 .049,L23 2,08h 26,857 32,518 415 37,8W4

0.32 .5 .66 .6 u1
9,901 23,880 4,3 4,269 4,865 156

So.2.• .6 1.29 1.47
"2,C65 . 12.73 4.22 10.68 .1 6 .3 24.614 8.75 1..97 2.97 1.19 6.00319 1,0C46 323 917 14 !S9 2,206 723 993 272 956 T1,265 1,908 1.,502 6;L65 12,26 12 I, 2,167 631 66,406 IM 662 326

9- 90 102 25 4 212 290 72 270
';e 6A1W 7,770 52, _1 2126- 909 52,702 110,518 12,235 143, Z.15

6,595 2,552 8,291 2,558 7,273 1C7 3M 17,103 5,733 7,876 2P15; 7,51 3,737.58 1.90 .59 !.66 .2 ,X -.OC 1.31 1. ,V49 1.73 .86,92 59 193 60 170 2 40)7 133 183 50 176 871,o__, 1.O4 -27 1014 2,3 14 1 63,T ,595 3,632 10,26 5 . M

',255 19,657 77,627 24,402 -63,219 733 2,7-7 124,799 1,81i 121,699 15,296 53,807 26,56L.-31.6 1463 4.81. ,•2.34 .17 .72 2.6% 10.06 13.77 3-46 12.92 6.86

5 16 I 13 - 30 10 15 4 14 71941 33,5 7 . . io.69 2,•,, m!6 ,• , 66,e 5 3'. 140,0W LI• I_-41 :,5"M Lyttm .. 57,T,'9 27,G3

,l?5 3,793,700 24e 0 h,5 0 1,OOC 782 1~ mý 2 37,581 Lj2,82 1,5 ,1 .,

C .01d s Titles Copies 7!es t c:zqst uests Dloouents Docarents Titles Bibliograhies lef renCes.X4 SI . .870 2.580 2.629 32.8W 1.765
,A-o AD

- -AYO 'obstracts
z,:g9
-00 • 117,2G 600,- 12,000
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Personal Services Reguirments by Operating Funo*,ions

schedule I

plan 'B"

Indirect
Direct Supervision Total*

Function U. Y.-. Cost M.Y. "oot N.Y.` Cost

A. Document Processing
1.Dooment Receiving 4.99 18,714 .37 1,762 8.86 i,7

2. Dup. Check & Dwborip. Cat. 17.78 62,106 1.32 6,280 19.07 68,886
5. Distribution Classifioation 10.06 48,199 .78 3,721 10.84 81,920
6. Security Check 2.47 9,698 .19 903 2.66 10.801

B. Anmoumcement
1. Title Announoment Bulletin 1.16 3,917 .09 492 1.28 4,409

C. Request Services
1. Document Request 15.59 66o742 1.68 7,838 17.0 7 74,580

2. Distribution Records 2.65 8.81e .30 1,406 2.95 10,222
3e Document Supply 7,83 25,441 l8g 38828 8.4S 29,287
4. Dmand Bibliography 7.57 27,892 .57 2,720 8.14 30.612
5a Document Acquisition 2.68 9,255 .29 1,352 2.97 10.607

D, Library
I* Catalog Card File Maintuamoo 7.92 25,881 .68 3,248 8.60 29,094
2. Archives 7.88 25,069 "b8 2,764 8.28 27,833
3. Reference Service 4.48 15,426 .34 1,821 4.82 17,047

L. Editorial & Copy Preparation
1. Editorial 2194 11,948 .26 1,431 3.20 13,3?9
2. Typing 17,55 65,403 114$ 9,499 19.01 64,992
3. Proofreading 2.68 9,661 .22 1,208 2.90 10,869
4. Illustration & Layout 5.46 10,976 .28 1,643 3.74 12.519

F. Repro duotion
1. Photocopy .94 3,961 16 817 L.1G 4,778
2. PlatamakAzg 3.62 13,929 .30 1,655 3.92 15,584
3. Photoduplicating 1.34 5.514 .17 902 1.1 ,416
4. Offset Duplicating 3.20 13,135 .26 1,431 3.46 14,56
5. Bindery (collating) 1.48 5,054 .12 670 1.60 5,724
8, Bindery (Cutting) 5.96 22,285 .40 2,705 6,45 24,970
7. Bindery (DrillI-r) .15 562 .02 111 .17 673
8. Bi!2dry (Banding) .64 2,191 .05 269 .0 .,460

9. Bindery (Stitching) .83 2,828 .06 334 .39 3,182
10. Stock Handling 1.08 3,623 .09 492 1.15 4.115
11. Control 5.04 17,123 - - 5.04 17,123

12. Microfilming 10.23 33,338 1.74 e,910 11.97 42,248
13. Film Processing 2.84 9.851 .49 2,499 3.33 12,350
14. Microfilm Archives 8.12 26,063 1.38 7,006 9.50 33,069
15. Prooess Airgraph 3.06 10,883 153 2,704 3.61 13,387
16. Photo Prints 4.99 17,042 .83 4,209 5.82 21,251

G. Shipping
1. Addressograph 4.80 14,392 48 2,225 5.08 16,517

2. AT! Cards 1.59 5,050 .17 795 1.76 5,845

3. Roquost Documents 1.97 6,256 .21 981 2118 7.235
4. Title Announoment Bulletin 1,20 3,814 .13 610 1,33 4,424
5. Reclassification Bulletin .55 1,745 .06 283 .61 2,028
S. Demand Biblioeraphy .05 153 - - .05 166

7. ASTIA Publ•oationa .06 187 - - .06 187
8. FBOr Letters .22 696 .03 142 .25 858

Total Direct Man Years & alaries 18Y.'02 852,702 18.00 91,359 201.02 744,06
Less Preparation of Meuuls a

and Brochures 3.85 13,880 .80 2#885 4.65 16,775
179.17 W658.81Z 17.20 W8,4T7. 195.57 J727,288

*Sot** Total salaries in each vork funoticn refleot the third step of each grade.
The total salaries divided by the total number of employees equals average

salary uted in determining total costs for each ftm•tion.

Section In - 9



PLAN apU SCIEEL U

Allocable Costs Other Than Direct Personal Services

Direct Personal Services Overtime, Lump Sum Leave, FICA $16,
Administrative Salaries Man Years Salaries

Admrnistrative Persomol 26 U7,169 (4)
Admiznatmtive Support 46 (5)

Administrative Overtime, Lwp Sum Leave, FICA 3,117 (6)(7)(8)
To-l Administrative Personnel Costs 137,
owi 1%ervice 43,
Tsporazy Duty Trawl 9,
Machine Maintenance & Rental 4
Total Exept Supplies
Supplies
Total Allocable Costs $

(1) Overtime represents 1% of Direct Personal Services Coats
(2) Tedunal Leave represents 94.5% of total estimated payments
(3) Social Security Taxs represents W4.0 of total estimated payments
(4) Based on third step each employee
(5) Includes distribution of 4.65 man years for manuals and brocmures
(6) Adadnlstrati-r Overtime represents 1% of salaries
(7) Terminal leave represents 15.2% of total estimated payments
(8) Social Seourity Taues represents 15.2% of total estimated pa-u=nts
(9) Fifteen guards at average salury of $2900
(10) Estimated
(11) D•stribution of Supplies shown on Schedule III

Distribution of Allocable Costs, Except Sapplies, to Primary Activities
-(Ba on Direct Personal Services Costs)

Direct. Over- Admin. Over-
Direct tim, Terminal Administrative time, Teiml l

SSalaries Percent Leave, FICA Salaries Leave, ItCL "

Baceiving 18,476 2.51 4j29 3,,4Cc 5
Daplicato Check 15,120 2*.9 421 3,335 7
Document Storage Maintenance 34A00 4.73 900 6,j35 147
Descriptive Cataloging 60,567 5.37 I,,44 , 261
Subject Cataloging 240=,- 3-33 563 ,6A 10
Distribution Classification 273699 3081 644 5,103 119
Abstracting ]J,8 2.02 33. 2s,7o6 63
Microfilming 82,9W 11.4W 1,926 15,270 355
Catalog Card Preparation M9AW(9 12.24 2,068 16,395 32
Catalog Card Distribution 13,737 1.89 319 2,532 59
TAB Preparation 45,001 6.19 1,lO6 9,29 193

WtB Distribution 13,8WO 1.91 323 2,558 60
Acrocards 39,502 5.4 917 7,273 170
Reclassification Biuletin Prep. 552 .00 34 107 2
Reclassification Blletin Distri. 2,093 .29 w0 39 9
Request Processing 94,995 13.06 2,206 17,493 )07
Document Storage ( upy 116 4.287257313
Document Reproduction 42,716 5.8" 993 7,A76 183
Document ACquisition 1,7o5 1.61 27 2,156 50
Demand BibliograpT 41,157 5.66 956 7,553 176
Local Library Service 2 7 87



i I

RCA $ i6,895 (1)(2)(3)
Man Years SalawieL

26 1n7,169 (4)

Iu5 -M(5)
3,117 (6)(7)(8)

137,o59
43,o500 (9)
99600 (10)
474 (10)

ces Costs
ted payments
estimated payments

s and broch'ires
es
ted payments
e•stmated payments

FrimaryActivitie s

Direct Over- Admin. Over- Machine
time, Teriinal Administrative tive, Tondnal Travel & Iemtenance la stratiTO
Leave, FICA SA," Leaw, MICU LN Service & Rental on TO

429 _ 79 19,310 .78
4a) 30335 78 1,322 120.76
8oo 6,335 147 2,52 2 i.45

1,24 n11,921 2a 4," 405 2.57
563 ,-460 iol 1,769 _ I.02644 5,1oL0 ii9 2&Oe3 i•1.17
341 2,706 63 1,073 86 A

13,926 15,t270 355 6;053 556 30~50
2,06w 16,95 3M 6,500 596 345

319 2,532 59 i,o1004 .55
1,046 8,291 193 3,$27 307 1.90

323 2,558 60 1,014 .~.59
917 7,273 170 2,953 1.66
14 107 2 4 .'0

249 388 9 154I 15 09
2,206 17,A3 •07 6,935 96 400

723 59733 133 2P273 212 13
993 7,876 183 3tM 290 1,80
272 2156 5 8 7
956 7,54 176 3,005 270 1,T3

$1;8-Mr= Ir OMsection 111 10



ff=LING SUM335E

PlAN aCo

_ , DeseriDtitin Justification ..

Photo Offset Platas (a) Veaamats to oatalog. 170 per day x 250 AV$ 42,000 per year, + 6 per layout
(b) 76 ATI doemmate per day requiring extra plate&
(o) TAB - 72 pages per week z 52 wveks
(d) Fame to print. 56 x 6 printings (A•g 3 pages)
*) Reolass.fioatio, Bulletin, 10 pages, Monthly
f Prefab Bibliographies 11,5 subject heading@ = 2 reprodctions - 6 per layout

(g Listing soienatfic & teaohtoal raportsal ASTIA Prodfts & Services. Kisoellaneo

Paper, Dennison, gum For Franked Stickers
Paper, Index, Bristol For 11,580,000 cards
Paper, Offset ý TAB, 3744 pages x 4,000 runs

Misc Forms 22-'1/2% x 35" sheets
(c) Scientific & Technical reports
(W) Misc. Reproduction

Peper. lwIlieatiNg, OCpy form 1
Xerx Pates Misc. reproduction
Miecelleawern upremtae. 8upplies Repair parts for Multiiith, special ink, cleaner sheets, cleaning solution, Pit

tiseellanses Adressogrsap• parts
Misstl~anes flemrs tar *%"lesoorregted euar.ard boxes 1000 each of 3 sizes

P= uaveopes 4 sizes
No&-p4nli eOtT0*0 3 sizes
Master aiVler Oartas 2 sizes

Psper. otemphie Normal workload is based on 278 retqussts per day, avg. 50 pages per documents,
total of 13,900 pages required per day, or 18 rolls

mieels, Developer, (Ai*sah) Based on 278 requests per day. Dalyv use 4 packages
•ab ls, I" Based on 278 requests per day. Daily use 3-1/3 packages

C ieals. rnZ Based on 278 requests per day. Daily use 3-1/4 packages
CbMINaets for Preees.i ficroesrd Unit nost sam as airgraph chemicals.
Paper. isiemear Based on 62 dotuments processed daily, totaling 3600 cards, or 5 rolls of Paper
lierefrill Based on 62 documents processed daily requiring 3 rolls daily
Osald paper and film For reproducing 20 oalid re_!uests daily
Belkutim print straightener To remove curl from photographic paper
Niseelleos opus parts ?or enlarger, paper chopper, etc.

wifg Peter A Illatration Board For restoration of documents; mak-ing badges, signs etc.
Palates, Out For restoration -f dccuments; fiuking, badges, signs etc.
D I nstrmwts ?or restoration of documents; making bad"es, signs etc.
Brusbas and Pencile For restoration of documents; making badges, siins etc.
Li8 a Ink. pens, spray, * ta. For restoration of documents; making badges, signs etc.

Total Cost, Operating Supplies

Iotat Distribution of costs other than those directly
chargeable are distributed on basis of known usage.



IAUVA ?LIU'B

Quallity Unit Total Peroent Peeen
MIer year GoC of PnG C taxt at PUB a , GA 1.R

4 e aot7,000) .22#a. 1, 54D 1 82 I382 $ 3263
3,166 .22.e. 696 2 8571 82 s
3,744 .. 2 ea. f24 3 - - 77 634

990 .22 ea. 217 4 300 217 100 217
120 .22 sm. 26 5 74 19 74 19

- I per layout 3.,755 .2 . 826 6 100 826 10O
see, NIuoellaneous J,-100 .22 e&. 1,254 7 300 1254 100 3254

250 8 100 250 300 250
231,5U4 .0292 eO . 6,753 9 74 499"7 74 4997

I,872,000 .0136 ea. 21,459 10 - - 77 196C3
400,000 .0336 ea. 5,1A0 f1 300 5440 300 5"40

9,000 .0136 *a. 122 12 200 122 200 22
5,000 .0136 a&. 68 3 100 68 1O 68

32,000 .0383 ea. 460 :4 85 391 85 391
450,000 2.02 per V 909 15 77 700 77 700

20 17.00 ea. 340 16 100 340 1w 340
ing jolution, et-. - - 3,290 17 i00 3O90 00 3290

- - 100 IA 100 100 2w0 3
- - 371 19 300 371 100 371

3,000 .0166.' . 50 20 100 0 I30 50
2f) 1.00 . 20 21 200 23 300 20

'700,000 .00D92. 6,382 22 74 4723 74 4723
175,000 .0119 eas. 2,075 23 74 1536 74 36

7,000 .o0m9 *a. 300 24 M0 300 30 30
os per documents, or a p o4,500 25.00 ea. 112,500 25 52 95625 52 60O

1,000 2.75ea. 2,750 26 52 2750 52 243
833 5.20 a. 4,330 27 52 4330 52 2252
83 4.80 ea. 3,900 28 52 W 52

- 450 29 - - 77 34?
5 rolls of =per 1,250 12,04 1a. 35,050 30 - - 77

75, 1.78.ea 1,335 31 77 1028 77 2U
500 32 100 500 I300
500 33 i00 500 200 5I
70. 14 200 700 200 700
388 35 i00 388 3O 30
224 36 3O 224 00 224
200 37 00 200 10 200
276 3 100 27 30 276
465 39 Al 100-

$201,34,0 I$Xrnu3 SM2752

Sectino 113 - 11



s.tri.but4o. of Coats of operaMtina s~j ]n

PM4 Opp

It. Ipuca~te Doa - !*=rip. ~Suject DistribuiM~ A~,tMct- Ken~t- Caa Aa ~ T k B cro- Mela
no* Total Ibeeivizg Check -stra kiflt cata1OCL-4 C~tt1Opguz a*3.1ficst'oa I3*t f~zf rL =&X J!

1. 1,263 -,263
2. 571 571
3. 63ý, 631&
14. a7 6 5 10 is 7 4 25 26 4 33 14 12
5. 19 19
6. L26 

M6

7. 1,,251. .32 1 5i. 25 IW 153 76 24 b 1
a 250 125
9. 4,997 4,997
10. 19603 19,603
11. 5,A 136 135 257 1455 1-1 207 U1o 6Qo 666 10) 3 -A7 t 295
12. 1u 3 3 6 10 14 5 2 i4 15 2 6 2 7
13. 64 2 2 3 6 2 3 1 8 a 1 4 1
48- 39 391

15. 700
16& 340 9 16 26 .1 13 7 4o :6 6 21 6 1s
17. 3,290 3 57 70 125 50 57 30 170 1,992 28 92 26 n i
1i. 100 100
19. 371 9 9 1i 31 12 114 7 43 46 7 23 7 20
20. 50
a. 20

22.4.723 I'M395
23. 1,536 3 1,15

24- ~~300 8115

25.580
2& 16
27. 2,252
2m. 2,026
29. 147
30. 11,589 11,569
31. 1,aeo 

1,02,

32. 500
33. 500
34,. 700 16 17 331 39 2i 27 Us, s0 86 13 1,3 13 36
35. 3o 10 10 is j2 13 15 5 Lk 47 24 7 21
3.& 22 6 6 1 19 7 9 5 26 26 14 1.4 1 12
37. 200 5 5 9 17 1 85 23 25 25 . 12 4 1)
38. 276 7 7, 13 23 9 n 6 .- 34 17 5 15
39.* 12 1.2 12 15 9152

is. 9 9 25 ,



r1butia AbCt~t- Ficra- C 2 Cud TA 3 xcr- Dclass. BaUtla l, zbco Du Local Latumm.

1,263
571

63k,
8 1. 25 28 1 13 1 i' i 1 29 9 13 3 12 6

-1 25 143 13 24a Ts 24 68 i 4 163 5k 74 20 71 35
605

14,997
19,603

207 no 6eo 666 105 37 10h 295 4 16 711 233 570 s 3w0 152
5 )-14 15 2 8 2 7 17 5 7 2 7 3
3 1 i s 1 4 1 4 9 3 4 1 t

391
700

13 7 £ 16 6 a 6 1s 1 15 15 20 5 19 9
57 30 170 1,92 28 92 28 m 1 4 195 64 a 2k 94 h2

ioo
il 7 43 416 7 23 7 20 1 w1 16 9 6 21 10

25 25
16 10

3. 1,15215 
0

580500

2,25%

11,589

500

27 14 g 86 13 43 13 38 1 2 91 30 5a n 42 0
5 ~ 8 liz 47 7 24 7 M 1 52 1723 6 2!u
Q 5 216 26 4, 114 4 12 1 29 10 13 4 13 6
8 14 25 25 4, 12 4 .i 1 26 9 n1 3 Lý 5

U1 6 31 3 5 17 5 15 1 36 12 16 4 168
is 9 53 57 9 2 9 25 11 Q 20D ~
IA zecti 293n 11 iii 19l 204 1.a 34 m
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8wat~al Of Xerox 600
Seorvi. Cnntract for Camras 1,000
Contract for Zlectricait Seoies.t 500
Ccatra:t for Plumbing Services 2,000
Cmtract for Repairs to Processor and Priiiter 600
Contract for Mwrpen•ng Cutter Blades and Drill -0--

0#,74L

Swction I.- 13



Dome~nt Service Genter
Swmary of Costa and Man Years, Plan "C"

In Whole Dollars and Man Years Fl~bi•t A

Duiplcate Doe. Stor. Desc. listrib. Micro-

TOWa Beeii Check Maintain. 'Ctý. cl&ssif. alih~

Pe somat se rvices

D)ommet Pr~oeslrng 250,994 21,18 21,265 71,433 Yi,,53.2 9,4
Man Years 65.99 6.03 5.73 19.26 7-47 2, 0

knoonoumt 6,588
IBMT ears 1.65

Bqoiest Seirvices 250#1093 143,865
Man Years 64.2 11.27

iUbruz 60,316
Man YTc..•r 15.93

Eiitorial & Copy Preparation 71,038 2
Men Years 20*lit

ieproduc.tion 176,787

MIn Years 1.96

Toa Mmat Personal Sarvices 36,9o7 ZIASo 21,05 43,865 71,433 37,5T.? 9;7sWt- -
Total Direct Man Years 13460 6.o3 5.73 116, 19.26 7547 5.50 1

Overutas la Sun Leaves FICA 18,590 166 45 944 4538 W7 2444
Opermatin Soppis 201,340 339 340 702 ~ l 600 2,264 1

30 eae•.75 ,76 .76 1,57 2.55 1. .55
Jal n a m, Leave, MICA ,in 71 71 Reta 238 125 325

TOWuard Diecvioe C e 7J.o 2!1 -
kotral mistrai& ve & Ostsead I9, 57 1iNS 70 9 8,o .Pesn s13,2771212 6 3931 3,256,89150,j 11,3159 47,3 15260 16

3Man Tars9 6.79 6.79 17.64 21.8. 8.1 3155

Positios pue a FIG 2g7 71 7 1 4 23 9 1 3

AiTiravl adollard Se~rviems 27,522 hJ0 2g ->13

Total Dollar bIqumie.9nts27O & ' 7242

Unit, costs, Direct Co abs OnlT,

"Units Plod'77Ai 261,092 185,826 85,5 6 A9,5 90#3077 4 677 112
DoTotnts Doments Documents Do!ales Titles Titles 3

Unit Costs .005 .119 .246 1.25. .929 2.186

(4,•5

5,52C

1 ,50
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PLaN-

_______A.T ________ IL Y. cot LI . cs

Ak. Dbnt Prosmaini

2. O ~Q02 & ftwd1pt. cat, W.? M &V LUS 7.4a M2.0 71.v"
5. USA-144MM. 9. 3469" .46 2.6.4 ?.a7 37512

S. 68=1 **a 2,74 Uz.!? .19 1905 ?.93 13,20
L S I amwt .

1. atle - - .1ot~z 154 k1MIS .11 W6 1.99 5,6"
C. uqwt awli..s

4. oadJW S S11pUqk 9.09 36.10M .62 3,26C !1.70 30.192
k. Dmie.ot £syazition 2.10 SA~l is6 837 1.t .083

1. affulle -az1 pug baixmaz' 9.3B 37,I7 r 2 E7 nU 41L0. 10 41,6w!

3. beerwre Servicst .41 20S? "5 .4 5~
L06- .35im 6.S np ?-A

1. Pf~i ~.1 ,513 .18 M4L3 ,

1. 1 4. 15.,1 .9- 5.!O5 4.0 Id "'U

4. Mutm.tl~ ~A1k -afw LI3 1A.,%2 .29 1.'m 4.1 1-,M4

aqm* m t! ?aiim3 244 0 1

13. nou O ?o*.iz 105 46,24. .14 T24 1-24 5'2M

14, t D4LstentatiaA'rs 2-M 85,102 .4 44M1 1.290 42.s
46. POffa~e DWL~te$ S.02I 16.W MT ,4 4.0 56.1 ?17.6"

2. AI~rh2.08 .56 . 9? 122! T13,113

T. linder .2Sm~ Lil 1,0 .1 152 £3 1,6

I. libw1ss'i.to Dana e .1!3 5,85S .01 33-1 .!3 6S1?
6. ti=&y (3itopwag 1.35 131 - .06 U- .5 6191b

7.181 u2~tm0 19.4& .3 2,2 .6- 21,w
LIP 12L~u.02 P12. I.0 6_8 .2M 8001

14.t Musfilm ArhaTeen&ks to 2143A 81,4 16.41 9.96 12.M 42, ZU
iAs. Fre" aziu-gsp &.0 Iaae..0 'm 43 U1-.

-d ot r~;. a. 2' 2.Sfl52 T.36 475 17,435

Adr210mp .47! 14r,WT? 1.32 I9'mf 6.06 164,654

SlTs: Urea& SS&i S LhU ?mt-refc $.M .20u 9te of 7a. TS 102
3. . toctedZal 1.-i.. SiiMb k. 7ota a~12,3wo ~y.:9 ý$6 C. WX1S.

Title u~ i-m B.maleimttal ,ot for2 to MI i k .9 5
6. ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ euem gwaciFvte alvi 1 "Mf 2
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Allocablm C'ons IV*,r T-An Direct Pe-actzai Soe-cess

DIrwt Porseval Serviev, (9im.-t1., twip Sm lom, 182$j~h

hUMISUratiVIS Salarie3 Sam Toais SalaeuA

Adimistraitiv* SapporL 17 (

A~d1editu-4ivI Cwxtrti, LaW 3ma :&avs, FTZ& ,7 6X3
Total Admiistrwtiwe P--Soaml Ca~su 137
02ard N-ru. :43,9

Imeiam wihintuxce amRetal
Total ftvmpt Sapuisa
kSlEP- 2a1
TOWa ku~ocahle Ccs*ts

"Il) --vrti.-if ILIr~ -- f areot- -

2)Nzisr-a1 Leave retrvser-'L A66 ý: eei~aa-.d 3myein.

;f&; Bssd -m thixd step ea:-h emnc~ec
'51 ;uDclzs -- Aibticc of-a~rs fc-r -m-us a:d

~7)~um1Zeau~r~x'ez.tim ree.4-t 1-1 ;-." &.tfartM ie

85) Sccial SL"-.-.. '7&m rwzm 3r.jý . c-f s2t
7.-te gcs! d aý avvrtý salary o 2C

Esicmte -
X-Stribv-S. z

M.-AyomIani of, 411*-1 >ts

211casc ;, 2.14c .6

~c.)Maisau zcatz ?Zet 226r. ,5i. ý.4 2 1

Doommxt St'3aup s1 .2 r.c7 5,9
~~ Leyisib.0, 3,730 iz-cais 135

Desacgi b'cg&1±i 51,508e~ 5.298 ,O ,~
L~~c41~ A59r ivc ~0



RM Tears Salares

26 U7?169 1%4%

~ ~, (5)

2~500 (9)
9,6o0 (10)
42 7 U t 10o)

20130 (.1Ž

.,.- rrices Z-.• _-r

:oa. est-.uam&e im.-am.

mnx.ais and bcre.-

-to ?rlxgsry ket.;

t f _M ____ & .ioawu -. + in ,yyjv

1- -,, 0 156 .76
-3 r5 3 5 I- 3,322 .76

-2r-!03 235 1.57
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Rental of Xerox $600
Service Contract for Cameras 1,000
Contract for Electrical SsrTices 500
Contract for Plumbing Servces 2,000
Contract for Repairs .o Processor and Printer 600
Contract for -zarperding Cutter Blades and Drills i&

e4,748
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SBCTRIK)IVW
WOURKLOAD SUJRVEY

Lanning for futre operatif .- of the Document Service Center has been developed from a workload survey
which completely disregarded ItA ex"sting organization and meduced each functional area to its component pan.
The reqskemmaa for each conlruaet necessary to accomplish a service were based both on experience and
tjI gathred rom exzstng reeonds for previous yea .z on curr-nt workload dau. Within each component

a vmk standard war established. Thee sPtierds are based on individual produtiivity rates and wberever possible
we related to con-wrcl.al and/or iudulsral standards !or the same work. la order to obtain the productive an
days necessary to accoinplIsh the work In a given xrea, the established standard was divided Into the workload for
& complete fiscal year. This figue Is the plocuctive man days for a given Job. To obtain the gross man liys,
the prodlctive man dar. were multiplied by the standard Iactor of 1.20308. This g"os man dayr figure was
divided by 260 io obtain the gr"s man yeats required in each functional area. The sum of the gross man years
for al fusctkmal arem glees the number of direct man years necesa-y to fulfill the DSC part of the ASTIA

Purther elaboraturm representing operating platn based on this workload survey have been incorporated in the
several exhibits. The eifference between the workload survey ana these exhibit& lies principally in that the work-
load survey divegarda organizatin and establisbes basic pr6ductive man years while the various plans based on
these production statistics include the cost of both direct and indirect supervision. suppiies, and other oia-ratirn
essentials.

Section TV - 1



FUCINL OA ESCRIPTION1 (IF WORK ~ PRODUCTIVITY RATE

Dotwst soe"The proess~ig voram reptescný a series of -22 i. 4,t repns/sr at
L Dwvestkcellgstups In treating a., Acquired document ,, :hat it can

Cb~tLbe Intelligibly AMd accurately announced and so that
Its controlsa will ke exptaited to the fullest possible
adivantage tso the Dazpt. of Defems Research aisd Dc-
vtrlopmtiet program. Accuracy is iesserial as improper
cataloging would result in :he material reit being found
when requiree.

Inital Screening Record all incoming reports foe statistical purpons. 45~0 fterns-rnan day 550
I'lirninate non-pertinlent materials. (Ti doc. /day). -37
Sort material hy originating agency for prozessing. bi49 :eports &.arls.
(This dIesk also stamtps extra copie; of reports foaoil to be
Juplicates by Dup` Uate Scircni!.z. See Operation A.2).

Diposidlot and ibuting Record routing of receipted items: to ?rocessng 700O iterati/men daty 8 49 dianestic
Line: to destruc-lon; to senider: to othe, interested Offices. j& foreign
Handle dealnalcticon of claussified matle! when requLed.

2. DWicase Scrieenisg & Identify doc uments prcviosiily cataloged And 19 titles descri ý ively '&.14 new ttles,'da1Descriptitte Cataloon~g descriptively catalog new utites, cataloged ima-s daV

CatallogLa Reniew Check accuracy of entrie. trade by catalogers. 80 Ltles/man day 204 new tte.a

Sz.pesvlrry AdrMsnlstratVe a" Sttsecvision

3. Duaplicate Scrreenintg & Decrip- Samc as 2 above (for material t5 f Forei&s Samoeas 2abuve.
tive cataoing CitOreigU)

Cataloging Figyjew Samx,- as 2 atesie ýAczs as Supervisor), Same as 2 above. ____

4. Allaet cMwel Langage) Prepare~ birtracta and translate :111c; of foreign 3 abstracts/irtan day I ~ tit'csA'n V

Absrac Reiewlanguage 
documersts.

Abtrc I~ieReview all Abstracts firtpared (Acts zs Sap-rvisorA Inoticezrminae ~ 11 lirles/dav

5- Distribution C' Aification Clatrify docu ments by Subsect Division and Subject 397 titles/'man dAv 137 ti'!et"'uv
Section Lr dis:.biiton co)ntznL Inir1atc and rotor,
appropetate disirtbution kmiiatioms on wk ti-lccs.
Arnnotate inadequ~ate titles (,,itiiin lim~trs Dete~rnne
extenst of funiber pr~cesnsng and arstuncemetro. (ATI,
UTI and TAB). Designate tho-e ti-les - , ri-_..ocarded.

Subject Cata~oging Aw;gss Specific ',ubject headings to new title 40 titles/man d&y 1.37 titlest1d&,

Sapemvsoey and Review Review All entries m-ade- by classitiert aý.o act [- Etrire output -
supervirory capacity. (rate itidetermninate)

6. Secuzity Check 'Theck and verify security classificaticrn of doe. 125 tl;'es/man day 12 7 day
ýn accordaoee with current Authonrity lilts.

Suterrvlsouy and Review Review And supelviie wcrr of checkers. Take nec nieoup..
eMaly steps to reconcile apparent inconsisteilcins ir. c. Entie inrntiinm e

secirity ciattification Dy rcatrespondence, etc., with(rt necuae

Autlcetstaive sorrces. ..%ýsjsozsible for coniptla:ion

Of Mtsises for reclas~sficasson bulletin.



PLAN "A" FAN "B"
RATE -- -. ___ _

V ATE•, MAN. DAYS GROSS GROSS VOLUME MAN DAYS GROSS GROSS WREQUIRED MAN DAIS MAN YEARS REQUIRED MAN DAYS " 4AN YE ASI
221. 480 repont/ a 0 rep80 reports/ye -.. 221,480 teports/ye

221.4807 rep 224ea

- 224 reports/ye

261.092 total/ycar

"e86 472 10?.8 2. 18 886 472 567.8 2. 18 .
37 :L7 1261.092 total repor
"384 -3 89re1, 044 reports/day8.9 repts&dup. 849- reports & dup. -37 reports/day

1. 007 reports & d u

84P domestic 304 :015. 7 1.41 849 domestic 304 365.7 1.41 1,001 reports/day
& foreign & forzign

1 man year 1.00 1i man Ye1. -0- 1•0

ely 2v4 new tilt-,% 2,680 3,224.3 i2. 40 204 new titles/day 2,680 3,224,3 12.40 242 new titles/day
ay

204 new 3ifes/day 637 766.4 2.95 204 new tiles/day 637 786.4 2.95 242 new titles/day

1 man yeu ic 1.00 1 man yew a 1,00

11 titles/day 400 400.0 1. 50

11 titles/day . --

137 titles/day 1079 1177.? 4 53 137 tttles/day 979 177. 8 4.53 168 titles/day

137 titles/day 850 1029. 8 3.96 137 titles/day 85 06. 8. 3.96

1 man year 1.00 1 mai y.'a - 1.00

137 tiles/iday 274 329 6 1.27 13 titlIes/day 274 329. 1 1. 168 titles/day

1 man year 1.00 1an yras I cc 168 t..lea/day

V ., ___ ___ ___ ___ ___ ___ ____ ___ ___ ___ __ ___ ___ -__ ___ ___ ___ ___ ___ ___



PLAN "B" PAtN 'C.

GROSS VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS GOSS a4
MAN YEAF,S REQUIRED WAM'N DAYS MAN YEARS REQUIRED MAN D)AYS MAM TRANS

221,480 reports/year - - 221,480 repcrts/year DSC

79_224 reports/year TIO
2

281.092 total/year ASTIA

2.18 886 472 567.8 2.18 261,092 total repoiaiyear ASTIA 659 672. • 2.59

-37 1, 044 repomu/day gross

849 Leports & dups. .. 37 reports/day valueleas

1, 007 reports & dups.

1.41 849 domestic 304 .85.7 1.41 1,007 repotri/day 360 433.1 1.61
& foreign

1.00 1man yar i. .00 1 man ye', 100

12.40 204 new titles/day 2,680 3,124.3 12.40 242 new titles/day 3,185 3.831.8 14.74

2.95 204 new titles/day 637 766.4 2. 91 242 new titles/day 757 910.7 3.50

1.00 1 man yea - 1.00 1man year LOC 1

1. 50 
--.0- - - r

4.53 i37 titles/day 910 1,1•1.8 5. ,3 169 titlesIday 1,200 1,443.7 5.55

3,96 131 title&/day 8s% i 029.8 3.96I

1.00 1 man yc i . 00 1 manyear . 1.00

.27. 137 tiles/day Z74 329 6 1.21 "68 ittles/day 336 404.2 i A

1.00 I 11 n -' 1. 168 :t:iej/day I man year 1.00

Sectiou IV - 2



FUNCTIONAL AREAS DSCRWPTIUN OF WORK PRODUCTIVITY RATE
VOLUME

A. Doesaise Procesuing
7. Cataloging Standa and Establish and maintain uniform authority lists of Rate itn eterminate

Authouity Recds Originating and Publishing agencies. Maintain security (Supporting Function)

authority file.
Develop uniform rules for descriptive cataloging,

abbrevia"-n standards, camaloging format, etc.

Cataloging Branch (Chief) Responsible for adherance to above procedures.

1. Title Aacrnncement Bulletin (TAR) Prepare copy for Title Announcement Bulletin, 100 entries/man day

.:&anging by Subject Divisions and security classfti-
cations. In addition to the entries required for TAB
this material is used as a control file in the prepa-
ration of layouts for card reproduction.

C. RAequem Service
1L Documiet Requests

a. Screening O Requests Check incoming requesas against Using Agency Roster Entire Volume 59 request/days
w determine whether requestor is -n eligible user (i.e. (2sttmatcd between
,.onuactor to one of the military services, military or other 110-120 requests/dry)
government agency.) The Using Agency Rater I" based (29M ltms/day) screening
upon a certification by an appropriate Dept. of Defense (103 iterms/day) identification
Agency -;f the "need-to-kno-" of each met. Determine (295 items/day) limitations
whether -ter requested are of type normtally included in (295 items/day) validity
ASTIA's holdings. Make disposition of requests to proces- (295 iterms/day) sorting
sotn, bibliopaphers, by referral, or return to requcstor In (18 items/day) check release
cases of lneligibUifty. Record dpis..itior and assign te-
que-ce (order) numbers. Conduct necessary correspor.d-
esce. ls complete authority over handling and initiation
of all requests. Administers all requeut operations.

b. Request Procesaig identfy itma not requested by stock (AT) number. 15 requets/day
Determine availability of requested documents. Initiate
orden foe reproe" ton of documens In. cases where an
issue copy is m, available in stock. Determine qalifi-
cattons of requestor to receive the item requested from
viewpoint of security clearance, "ueed-to-know", and
applicability of any special distribution limitations.
Prepare corrspondence so requestor regarding any phase
of requert. Refer requests for dociments not contained in
DSC files for acquisition acr,on. Obtain dccuments from
stock or from reproduction. Piepare completed orders for
packaging.

Per'orm clerical and administrative operations in . tqseuts/4ay
support of order processing.

c. bqsast Athoeity Records
(1) Usig Agency IAtr Establish and maintain records of security clearances, 200 oarer chAnges/day

-need-to-know" crrtificatrior. contract numbcn, aushoriaed 50 consracts rec'd/day
addresses and signatures and other data prt!rent to offlcial file maintenance
communication between ASTIA and agendias of the Dept. of

Defense and in contractors with regard to release of classified
documentary mazer!al



PLAN "A" PLAN "B"
EVITY RATE_ 

-____VOLU MAN DAYS GROSS GROSS MAN DlAYS GROSS
kEqIJJPED MAN DAYS MAN TEARS REQUIRED MAN DAYS MAN YEARS

nction)

1 man year -. 00 1 man year - 1.00

an day 
- 97 entries/day 243 292.3 1.12

59 request/days 2 man years 2.00 59 requests/day 2 man years
twe~en 319 Items)
ens/day)

(295 ItrhiS/day) screening 209 251.4 .9'
(103 iteme/day) ident'fication '715 860.2 3.31
(296 htems/day) limitations 60.5 '727.9 2.80
(295 itenm/day) validity 463 545.0 3.10
(295 Itemn/day) sorting 901 1.084.0 4.17
(1.8 Items/day) check reiea-.. 281 338.2 1.3

Ay 59 requesu/day 981 1,182.6 4.151

d.1y 59 *equeau/day 98S , 182.6 1 4.55

iriligza/day 3 man years 3.Co 3 min years 3.00
:ec'd',Iy

Ir(n nce I

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _,a -



PLAN "B" PLAW "C"
- GROSS VOLUME. MAN D)AYS GROSS GkO•S VOIIUME MAN DAYS GRC•88 awn

9 MAN YEARS REQUIRED MAN DAYS MAN YEARS RE(UMWD MAN DAYS MAN TEARS

1.00 1 man year -1.00 1man year - 1.00

97 en-rlcs/day 243 299.3 1..• 127 eut.es/day 318 382. 1,4?

2.00 59 request/Jay 2 man years - 123 requesU/day ASTIA 3 man yean 3.00
(319 items) (558 itens)

.97
3,31
2.80
2.10
4.17
1.3

59 requests/day 983 1.182.6 4.55 123 requests/day ASTIA 2.017 2,426.6 9.33

•59 requeAts/doy 9S3 1,182.8 4.55 123 requests/dAy ASTIA 2.01? 2.42.6 9.33

3.00 3 ol,,n )CJr 3.00 3 manyu - 1.0

Sectton IV - 3



FUNCTION4AL AREAS DESCPIPTION Or WORK( PRODUCTIVITY RATE OLM

C. Request Services
2. Distribuuion Records Maintain permas~nent record of all distibudlon 300 pieces/man day 360 pieces/day

actions completed, including receipts for claasified
docimenta shipped.

A. Super-'isme (Chief, Distri- Adminislration of distrihuticns ecosrds, perform
bution ERncueds) necessary supervision.

3. Document Supply
A. Piling Duplicate Copies organize documeats by stock number. Furniush 350 items/man, day 645 doc. ia

data on Secret doc~iments to he filed for accountability
records.

b. Pulling Requested Copiea Match requisitioned items by i~ock number with 125 items/man Jay 123 doc. /6ay

filed documents, pull documents, chccý indicated
security classification of d9cjoments against reqtuisition
and note any discrepanscies.' Furnish data for account-
ability recorda on Secret iRenm being shipped. Initiate
recipisition on Photo Reproduction Section for necessary
mnsaber of copies when requested items are not in stock.

C. Classification Check Where security classification as indicated on doc-
ument does nor agree with that entered on requisition
form, correct security is determined Anid documeni
clarsiffication changed with authority notation.

d. Accountability Record Accurate inventory maint~incd on numbher of 700 postings/man day 12V entrics/day
copies of Secret documents (by stock nuriber) con-
tained in document supply.

e. Surplus Disposal Continuinsg activity on disposal of !urplus copies 35l0 itens/mtan day 5n3d./a

of older documents for conservation of iuipply space.

f. Catalog and Microcard File cards into pigeontholei by ýtock nurmber. hideterini. ttc 111-l'Tcrmi wote
supply Psull mnicrocards friyci pigeontholes by stock nuimbter

for shipment in lieu of paper copy when user has
requested the document in skis foumi. Ftiim~ish data
to accountability records on cotifidenti.'i in' 'occsrds
pulled for shirmcent.

4. Demand Bibliographises
ai. Bilbiogrphy kisearch Deserrurme Subicet leadings coirtsponditig to sin p

5
t of 1.5 btinhlwgAphines/ ft .I, ay

bibliography rqeists Detcrimiiie lc11itsiwmin )I' binblinigrAphy mtan day
content wish respect to Se uritý and -ocud - to-kn'w". Comptie
hat of stock numbers crrrspondlný, to required timhlography

en t !cs. Utcrssmive distussmmnm winth projem- s cngmit rm Arc
fre quentlIV retracted to dinneip scope v Pill"0mm.

b. Blbliograpisy Compilation Semi icatlog, cards correspondfing to hihtmographlý 3 hihliograplums/ ti. 'day
compilationit. Prepare tomipleted btmiimgtaphy fort t:aisicm.irc mainJ
with apprmmpit;1 "Ite imr sotdetwe"

c. Supervisbor (Chic f. Librarianil Review wortk of Nbiwwmaptim , Iniks sod perlm mi i cessat,

AdJnnismtsssaiin Juit



PLA1, "A"' PLAN "B"

rTVftY RATE VOLUMF MAN DAYS GROSS ROSS VOLUME MAN [AYS GROSS GROSS

k.QUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYS MAN YEARS

ios/mnnf day 260 piecLs/day 300 360.9 1.39 360 pteces/day 300 36P. 9 1.39

Is/men day 645 do, /day 461 654.6 2.13 645 doe. /day 461 554.6 2.13

I

's/man day 1lj do: 'day 245 2 94. 8 1 13 123 doe 'day 245 294.8 1.13

I mall year - 1.00 - - man year 1,00

Illgsh/aln Jay 12 d,,y 46 55.3 .21 129 entries/day 46 55.3 .2J

11 ,nan day 52:' .i, d.', 373 4 84 . . '1.3 3 de. !,iay 33e. ' . "3

mIanI JtC .' lual year -- 1.00 1,,detertninae i man yea , I :

, 'a p~~l t/ ' . . d[' I 162.3 4.09 5.3 E.. B a/day 383 106".3 4.09

.431. 1. 05 5.3 ). B.,/day 44: I 05

-- ______. :'1.00 I man r.a,1' 1.00

_________ _______ I._______ ________________ __________________



PLAN "B"1 . ... •

GROs VOLUME MAN Dnys GROSS GROSS VOLUME MAN DAYS GROSS GtO6S
(1 MAN YEARS REQUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYS MAK YEARS

360 piece,/day 300 360 9 1.39 733 piece,/day 611 736. 1 2.83

I to-,, yel - 1.00

2.13 645 doc. /day 461 564.6 2. 13 1,(38 dcc. /day 741 891.6 3.48

1.13 123 doc /day 245 294.8 1.13 219 doc. /day 437 Wg. 7 2.02

1.00 1 man year 0. (O Indeterminate I man yeu - 1.00

.21 129 entries/day 46.3 .21 187 entles/day 67 80.6 .31

1.73 523 doc. /.Jy 373 448.1' 1.73 571 doc./day 408 490.89 1.8

1.00 Indeterminat' I in n yc . 00 Indetemuaue 1 man yeaw -- 1.00

4.02 5.3 1, B./day 103 G62.3 4.09 6.5 13. B./day 1083 1302.9 5.01

., 3.3 ,.B./day 4301.8 1 05 C.5 D.B./day 542 012.1 3.51

1.00 -. 00 1 (marO ytax 1.00

~~ I I .... .-.

Se•'ir. IW - 4



PuNPICTIOAL ANA DESCR(IPTION OF WORK PRL UCTIVITY RATE VLld

5. Document AcclaltiAs conduct correspondpflce necce.,3ary to acquire requetsted 15 Acquisition Action's/ 37 Ac;ý Act./IdAY
documents not availabler within ASTIA's holdifngs. '.setrmlnis man day

sources to be conrtectd for demnad Acquisition. Perform typing,
'clerical and fillrsr operations In support of function.

Establish and iroplemect a program for the acquisition
of documents by ASTIA, including a systematic study of
scq~s~istion sources in support of a continuing effort to have
included on all distribution .itb for Dept. of Defense reports,

a. I File Clerk File copies nf rcquisition actions token and completed Indeterminate
file correspoi~ence and maintain necessary records.

D. Library
Admnflistation
SUPeriso Implement Dolicies and procedures and provide________

Chief Librarian necessary adtminstration.
Clerk Typist Handle routine clerical functions, and corres-

pondence and maintain necessary rcords.

1. catalog card rue Maintenance Organive new catalog cards in accordance w~th _____

ihe various catalogs and inter liz n these caitalogs.
Organize and interfile

The existing catalog are .ssted below.
Subsject Catalog Alocrage of 3 cards/doc. 300 cards/man day 411 cards/day

saw"c atalog 1 card/doe. 300 cards/man day 137 cards/day

Audhor Catalo Average 2 cards/doc. 300 cart's/man day 274 cards/day

Military sponsoring hropcy Cat. (Approx. 55% have Military Sponsors) 1 card/doc. 300 cards/mar day '75 cards/day

Conveact Cata"o (Approx. U66% result fronts Contracts) 1 card/doc. 300 cards/man day '73 cards/day

Foreign Country a source Cat. 2 sards/doc. based ott number of foreign doe, cataloged 300 cardi/man day 30 cars/ay

Division and Section Csatalog Derived f~m documents cataloged 300 citrds/mnan day 229 .ards/day

Malter shelf List Pile Numericali salies of all documents cataloged 300 cards/mAn day 204 cards/day

3 Shalt Lists files Comnpilations of Demand sibliogral~hles 316 cards/man day 411 cards/day

Prefab Bibliography Subject
Heugin Pile Log new document numibers on suhiect heading cards 500 entries/miao day 411 enaties/dayl

Supervisor (Pile Clerk) Supervision and adrministrations over malntenarie of-
card catalogs.

2. Docutrnen Archive
A. Mirmer Sbelf L iat-MaIntenaince tiake changes on shelf list cards pertaining to 160 changes/man day 15800 cbangst3Y ar

security classification and 4iser~butioo limitations.

b. Documeant Collection File permanent single copies of new doucu.,set. 330 titles/mr~n day 204 titles/day
Change security classification Liid *sstriburion limit-
ations as necessary. Change nsackiaip on documents, 40 titlea/taan day 1.800 ctanirrc year

as required. Log m. check and bind documtents 1rioe 125 titles/mnar day 204 titlesus~y

to fiing,
Ms.nalrri "vintage - Jocurrient collection used For

oan se vice ( ocal)la1sto 
ical reference, palcit c ases, etc.

c. Lon sets Loal !.cowr~ish -Charge In - and 'Charge Ot - -onr doe - 100 10414/sr.1n1 day 302 iosai L!av

uirn.." loa..ed to ,.vese owrs are mr.de on basis
of pors repe olacible conry availarble or to meet croerdency
144tests (~pr.%P dayi liXXments me also Pulled Vo

reference in tý, _:Naray ao! have to be rtflled. (A"verags
6 d0xurnr tis eadi li 4t trfertnce qua -lir pet day



FLAN "A" PIA "B" - - --

vainma MAN DAYS GROSS GR1OSS RIQURMANDAY MARODAS GA EROS VOLUMb
S MAN DAYS MAN "AR VOUUt41 MAN DAYS MANs TEAR';

37 Acq.Act./day J 20 -.4b.9 2.87 16 Aco. Act,./dAy 310 37.0 1. ts ;.2 .. q. Act. 'diy
(AucnmAd %hat 1/2 fth _Aund tJ_,1/
requaest. will be cancell- total aCqauishlo: Ir
ad tommedi.tely whben elc)
regaetat is inlformesd that
we don't have items) Iaelcl

1 man year 1.013 1____ ~ man yeat 1.00 Cathe Vcalarnt

___-~ ~~ ma yearlmnya _

41 uhdy343 412.17 1.09 411 cdsb/day 84l' 412.7 1.69 -.0 Apn"JIy
131 carsh/day 114 137.2 .88 181 carthi'day 114 13. 2 *~3iBS cu:(/da.'
274 cards/day 22 274.3 1.04 274 c"a/day 228 21A. 3 7.336 cvc' 1r , s

7A cards/day 63 75.8 .29 15 cends/day 63 75. F.29 go c.(uh/L .k
75 cards, day 43 75.8 .2IG 70 cards/day 63 7L 8 .V~~ ara.a
30 car/day 25 30.1 .12 30 carl /day 26 30.1 i 2 J40 ;c&/daiy

229 cads day 1911 229.8 .881 229 cari/day 191 "29. 0 .8 280 cuds/dhy
204 caFri/da, 170 204.5 .70 204 c"/dsfAy 170 204 5 . 70 242 "Isd/da..
411 cards, Jay 27 2. .7I 0 aCfa

41 im.Jy206 244 6 o 411 enaou/day 20 W. .45 5w en!e/a
Ilman year 1.00 Irr'anveu - I 1.00

1,0 800 cha/ye

204 tide, i 140 178.0 .88 204 Utlei/44ry . 144 4 E1S.A

2,64 611r 45 41.21 1.8300 chuPS"Iesyar 435. 1-800 Chdaes/)
W3 jle 0 490. 3 1.89 204 tif1ý$/daly 408 490.0 I . ? ý4 Utles/4-y

02Ia,7390k.3 3.49 302 loam/day .7 61; 3 3. 0 ~ 1.* lCAMs.'drI



PLAN "B" PU,_N "C"__
GROSS VOLAm MAN DAYS GROSS G nO j VOLLE MAN DAYS GROSS GROSS

MAN YEARS REQUIRED MAN DAYS MAN YEARS IB1M EAN D S AN DAYS MAN YEARS

2.87 19 Acq. Act./day 310 373.0 1.43 12 Ac4. Act. /day 210 252.6 .97
(Asunmed that 1/2 the (Assumed that 1/3 the
rquests Win be caacel- total acquisttton actions
rd immediately when are local)
requestr is informed that
we don't have items)

1.00 1 man year 1.00 Entire Volume t man year 1.00

I man year - lman yet - .00
1 man yezt I - 1man year - 1.00

1.59 411 €adl/day 343 412.7 1.59 504 cards/day 420 506.3. 1. p4
.63 137 cods/day 114 137.2 .53 168 cards/dy 140 168.4 .651.06 274 cards/day 228 274.3 1. 06 336 (ardt/day 290 336.9 1.30.29 75 cardis/day 6 7U.8 .29 99 cards/day 78 8.48 .36.29 75 cards/day 63 75.8 .29 93 cards/day 78 9.68 .86.12 30 cards/day 25 30.1 .12 40 cards/day 33 39.7 .15.88 229 cards.'day 191 229.8 .88 280 cards/day W,3 280,33 0.08

1 204 (ards/day 170 204.5 .79 42 cards/day 202 28043.0 .9
1.9/ O, cards/day 33 404. 2 1.55

.96 411 enties/day 205 46. 6 .36 504 entrier/day 262 308.2 1.17

.05 1. Boo I n yesa - 1.00 I man year - 1.00

.03 1, 800 chngua/year 11.25 13.5 .05 1.800 cbanges/yena 11.26 13.5 .05

.88 204 titles/day 14C 175.6 .6e 242 titles/day 173 208.1 .80

.21 1. 80 chanea/yrza 45 54.1 .21 t. 800 changes/year 45 34.1 .21'. 81 1(4 Uties/day 408 490.9 1.89 248 tides/day 484 682. z 2. 24

3.49 3C2 I, am/dsy 755 9M,3 3.49 302 loam/day 736 90N.3 3.49

2t-.tion TV -



FUNCTUINAL. AREAS DESCRIPTION Ost WORK PRODUCTIVITY RATE

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ IV O L UI M E

D, Library
2. Document Archives

d. British Accessions Prepare manusicrip, opy for Accessions List c~f 100 entries/man day 2, 8 10 entries/yea
British documents. (Same as TAB)Supervis!lin (Chief, Libsrarian) Responsible for supervision and administration of
all Arci Ives Activities.

3. Reference Services Provide library reference service and assistance 3 man hcaesr/patron 548 pstrors/year
for military project officers and contractors'repre-
sentatives visiting DSC. Check security clearance
and "steed-to-know" of patrons. Select cards from
the catalog files for review by patrons. Obtain does'
snerats from archives fer "on the spot" reference.

Provide -Amilar reference Service by Teltephsone 16 queries/man day 46 queries/day
and lteter upon demand.

Supervisor (Chief. Librarian) Accomplish necessary sumerviston and administra-
tion of these patron services.

E. Editorial and Copy Preparation
1. Editorial Prepare manuscript amid edit for reproductiont in

moterala that fal1s within the scope of the ASTIA mitssioo.

Supervisor (Chief, Editor) Responsible for supervision and Administration of _____________

the editorial functions.

a. Abstrst ing
(1) -urnents Cataloged by Prepare copy ft-.m author abstracts and/or Ssummatlry 25 abs. /man day 58 abs. /day

IIA as it appears in the document. Reduce length of abstract
to conform with established st"ssards and lismitattlcnp.

(2) Perissdicp- Articles Edit preprii~ted abstracts of articles provided by 40 abs. /srast day 2, 91'? , bs. /year
publishers of commercial periodi-cals for publicatior
in TDD.

b, 'IDD Editing Develop and writte copy fur TDD. Indeterminate

C. Manual and Brochure Silting Prepare copy for reproduction from manuscript, 2 pages/man bose 2 pages/day

d. Translation Accession list Edit entries for Translation Acccssion list. 30 'sages/man day 812 pages/yeau

2. 1 )ping Type copy from manuscript for rteprod..ction.

identification, and information as to limitations for

b. TAB Repro Copy Type con-pieW entries on minste reproduction form 7.5 pages/man day
u~ag electric typewriter.

C. TAB Order forms Type enft-es to match the %itles appearing In TAB 2. s orms/man day
on a mastr reproduction form using electric typewrirnsa, above.

d. Catalog Card (Forrm i6) Type copy supplied on work sheet on Master M.prQ-
ducible form (Form 16) using IBM eleciromacic typi-
writer.

"11) With abstracts 20 forms/man day 58 5cettts/day(2) Without abstracts 452 forms/man day 79 lurnis/day(3) ATI Card invo)icos Type rniuimhth mats I,' All Card invoiccs. j 25 irvoices/man day 1, 903 Invicea/year



PLAN "A" 
PLAN_ "B"_ ________

RAEGOSARS N DAYS GI C'OSS GROSS VOL

RATEUME MAN DAYS MAROSAS GATERSS VOLUME REQtTWfEI I MAN DAYS MAN TEARS

V ~~~~REQUJIRED MADAS MNTAS-__________

n dsy 2.81 risya 22 26.1 .10 - - --

1 man year 1.00 1 mat, year 1.00

tron WS p ato s/ya 203 24A~.2 .94 548 patrons/year 203 244.2 .94 540 psitronsý

day 46 7uis/a 18 863.8 3.32 46 queries/day q18 063.0 3.32 40 queries4

1 man year - 1.00 1 m~n year - 1.00

1. man year - LOO 1iman ycaz -3.0

ay 68 asb. /day 580 69. 2.6 58 abs./day 580 6r1.8 2.68

sty 2,917 asb. 'year 73 87.8 I .si.

hor2 paý,cs/day 32 I 38t.5 A . 2 pages/day 3", 38.6 'l6 Estimate I

day 812 pagre/vear 27 32.5 13 
- - 8!2 pages

____ ----- 131 cards/day 685 8-4. 1 3.17 168 cards,

n day -28 pages/day 388 466. 3.80 36 page!

(2 days week) '8(2 days1

ndyL1.1 pages/day 40 50.0 .02 L.5 ptsgesý

(2days week) 2dy

da.y j8f 58 f(am s/day. 72 872d y3.3

12 872 $1. 33
1,803'/4 686 l78 forma/day 50 18.56

irv03~/ya 61. 35 1, 903 _____________________

'______&____L__________________7A_____9L4___



PLAN "H" -PLAN "C"

SS GROSS VOLUME MAN DAYS GROSS SS VOLUME MAN DAYS f",ROSS GROsS

[AYS MAN TEARS REQUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYS MAN YEARS

.10

1.00 1 man year 1.00 1 man year 1.00

.94 548 pattons/year 203 k44.2 .94 548 pasrons/year 203 244.2 .94

3.32 46 queries/day 718 863.8 3.32 46 queries/day 718 Ee3.8 3.32

1.00 1 man year - 1.00 1 man year 1.00

1.00 1manyear - L.0 1 man year 1.00

2. 88 58 abe. /day 580 697.8 2.68

.34

2.00 - '. 00

.15 2 pages/day 32 38.5 .15 Estimate 2 pages/day 32 3P. 5 .15

.13 - 81 paget/year 27 32.5 .13

- 137 cajrd/day 685 824.1 3.17 168 cards/day 840 1010.8 3.89

28 pages/day 388 466.8 1. 80 36 pages/day (3. 744 pg. /yr) 41.) 600.3 2.31

(2 days week) (2 days week)

1. L 7 pages/day 49 59.0 .02 1. pages/day (156 pg./yz) 63 75.8 .29
(, days week) (2 days week)

3.35 88 forms/day 725 8I2.2 3.35

2.61 79 forms/day ,2645 678.25 2.361 -

.35 3 1. 103 .nvoices/ye. 7 L 9L4 .35 2,333 nv,'ces/year 93 X.11 9 .4

Section Wv - 6



FUNCTION4AL ARA DESCRIPTION OF WCRk PR)DUCTPJIT11 RATE 0L

E. Editorial and Copy Preparation
2. Typing

e. Prefab. Bblbiograi~vl, Cards Type copy supplied on master card on reprodusctions 50 fasna/man day is,000o card$/yew

form using IBM electromautic typewriter.

f. Microcard Type de~criprive cataloging and distribution limita- 5 mats/man day
tions on multi th mats.

S. TDD Copy Type r~anuscript pages. 12 manuscript pages/man day 135 manuscript pg,1
bs. Reclassification Bulletin Type, repro copy from mantuscnipt. B pages/man day 6 pages/onrinth
i. British 'ccesdon Uist Same as ReclAssalfcation Bulletin. a pages/man day B pages/wseek
J. Mantual and Brochure Typing Same as above. 8 pages/man day 2 pages/weeks
It. Translation Accession List Same as above. 8 pagS/lman day 812 Pageo/year

3. Proofresiding Proofread all typerd cop~y Frior to approval. 40 pages/man day 5. 569 pages/year

Supervisor (Chief. Editor) Responsible for accuracy of typing Wo copy trans--_____
mitted for reproduction. Responsible for necessary
supervision and administration.

4. Illurxatlon and Layout Responsible for necessary format and layout. Insert
captions aid prepare illustrations.

A. TAB 11rake-up Insert heviings in typed repro copy So pages/man day

b. Catalog Caud layout Drymottot the layout six forms face up.
This requires extra layout for the reverie side.

(1) With Abstracts 20 layouts/man day 19.83 layouts/day
(2) Without Abstracts 20 layouts/man day 13,2 layouts/day

c. Layout Record Malntenance of record by layout number for control mtsnae
and recovery for reprint.

4. Prefab Bibliography Cad Layout lhOrmount the layout d. form face up. 00 layouts/man day 2, 500 layouts/year

e. TDD Layout & Illustration Prepares format, layout and make--!p. 10 pages/man day IHiust. 60 pages preparation,
30 pages/man day layout

30 pages/man day makte-usp.

f. Manuals ant. P4ochures Prepares formait, layout and make-up. 10 pages/man day illiut. 1, 000 pages/ye.:i

30 page./man day layout

20 pages/man day makte-up.

g. Translation Accession List ,;&ame as above except no Illustration required. Same as above. 812 pages/year

F. Reproduction ivisintain and operate specialized facilities to
accomplish the reproduction of documents by microfilm
and other photocopy processes.

Photocopy Accomplish photographic negative of all traste.: repro
requ~ted for offset printing.

A. Title Asnouncement Bulletin Photocopy master r~pr,, prior to preparing plate lor 80 layouts/man day
printing.

(1) TAB Order Porms Same as above.



PLI A PA..
ATE V.AN JAYS GROSS GRASS VOLUME MAN DAYS GROSS GROSS voVOIRUME ., IRRED" MAN PAYS MAN VEARb REQ1MED MAN DAYS MAN YEARS

15, 000 cssds/year 80 962.5 3.70 1s. 000 catdi,'yean 800 962.5 3.70 16, 000 c

- -48 manis/lay 34362

aso day 135 manus•rpt pg./mo. 118 190.1 .73 
- -5 pages/sooth 8 9.6 .04 5 pagea/rnonth 8 9.6 .04 5p8 pages/week 62 62.6 .

- -2 pages/week 63 75.8 .29 2 pages/week 63 75.8 .29 2 p819 pages/year 101 121. 5 .47

8. Sl pages/yen 214 257.5 .99 L% 771 pages/year 344 413.9 159 12413

L man year , 1.00 man yea -- Lo0 -

- - 3.034 pag•/yeaz 101 12L5 .47 3.90

19.3 layouts/day 243 292.3 L 12 19.3 layow/day s4o 292.3 1L 12 25-1/313.1 layouts/day 165 198.8 ..76 11. layoum/day 1id 198.5 .76 15-1/3

S. sO layouts/yeu 42 50.5 .19 2. O50 layoub/yesa 42 50.5 .19 2,500
a. 80 pages preparaton/mo. 12 86.6 .33 - -out4 28.9 .11 

- -24 28.9 .11 -

1. 000 pages/year 101 1215 .47 1. 000 paga/ye-a 101 121.5 .4705 34 40. P .16 34 40.9 .16
te-up. 34 40.9 .16 34 40.9

81" pages/yeau 28 33.7 .13

28 33.7 .13

- 2,91" layo'lyta• 31 44.5 , 441- -- -.. I-122 layouts/year 1.SJ 1.8 111I



PLAN ,B PLAN "C"

GRASS VOLUME MAN DAYS GROSS .;ROSS VOLUME %IAN DAYS GROSS GROSSMAN lEAKS REQUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYb MAN TEA?.,

3.70 15.000 cardu/year 800 962.5 3. 70 15, 000 cazds/year 500 962.5 3.70

48 matt/day 343 - - 62 mats/days 443 533.0 2.05

.73 - -
-.04 5 pagos/month 9 9.6 .04 P .;oS/,nonth 8 9.6.24 - -_____.04
.29 2 pages/week 63 75.8 .29 2 Z Oges/week 63 75.8 2

.47 - .- ,29

.99 13,1 " pages/yen 344 413.9 L.59 12,413 page/year 310 373.0 L.43

1.00 man ye - LOO I man ycar .00

3.034 pagfu/year 101 121.5 .47 3. 900 pages/year 130 156.4 .6A

1.12 19. 3 layoum/day 243 292.3 1.12 25-1/3 layouts/day 317 381.4 1.47.76 13.2 tayom/day 165 198.5 .76 15-1/3 layoutsiday 192 231.0 .89

.19 2S. 500 layout/yea• 42 50.5 .19 5.50 layout./year 42 50.5 .19

.33------.11 -... .

.11...

.47 L An00 peges/yeav 101 12L1. .47 1.000 pages/year 101 121.5 .47

.16 34 40.9 .16 34 40.9 .16.16 34 40.9 .16 34 40.9 .16

.13 - -

.13 - _ - -.-

2.912 tayouts/ydu 37 44.5 .17 3,744 layoti/yelf 4- 36.5 .2

S122 layouti/yea 1.5 1.8 .01 15f layous'yCa•r 2 2.4 .01

SeWtion IV - 7



FUNCTIONAL AREAS D ESCRI5PTION OF WORKC PRODUCTIVITY RATE VLM

F. eptoduc~~on

1. Photocopy

b. Catalog Cards 6'p ca~d master layout forms with reduction So layout/i/tat5 day -

to provide 3 in. Y. 6 it,, catalog cards after cutting.

(1) With Alrutricta An extra layout is required for each B up card set. 4,832 layouts/year

(2) Without Abstractl Single side photocopy. 3,291 layouts/year

C. Prefab Bibliography Cards Photocopy 6 card master layout forms. Same as for 2,500 layouts/year

catalog cards.

d. Reclasuification Bulletin photocopy repro master. 75 layouts/year

i. manuals. Brochures. Etc. Photocopy repro master in either same size or reduced 1,000 layouts/year

according to indicated size.

f. Translation Accession List photocorpy repro master with 1/3 redaction. to 8-1/2 812 layouts/year

iiý. .1 'Iin. for printed copy.

2. Plate Making Transfer impression from 1,hotogrrphic rsegatlve to 20 platei/tman day
plate. In process negative is opaqued and mratked. ar,4
image is burned onto plate icr off~et rcprooLvction.

A. Title Announcement Bulletin Prepare plates as ahove.

!I) TAB Order Formsa Prepare plates as above.

bs. Caralog Cards

(1) With Abstracts Prepare plates for both ftc t and back side oi Ia, cut. .. 4,832 plarcs/year

(2) Without Abstract& Prepare plates for f.Žnr side only. .. 3,291 plattis/year

C. Prefab Bibliography Cards Prepare plates. 2.500 plates/year

d. Rteclassification Bulletin Prepare pl kis 73 plates/year

e. Maniuala, Brochures. Etc. Prepare Pl~tes. 0.f *O0 plater/year

f. Translation' Accession List Prepar2 plates. .. 819. plates/year

3. Phoroduplicaring This process of reptroduc'ion is used fur economy.
I time reproduction, and spetcial outsize page forms.

It is used in trak -rig reproduction af floor plans. photo-

copy negatives. vandyires, and other odd forms of

master repro copy. 
1o0er/a l, sw!yc%

a.Pho'.n3stt This pracess is us~ed for rieproduction where only'10,er/tii yI1.OJ5see/cu
oct copy oi reqluired or where material exceeds normal

page Hire Or matriaME is in some fo~rmt of master repro
copy whic> ~annoi he niicmcfilmed witl; -larity.

v. OzLd rhis farit of repriduction is used whien tOicre is on moti sheets/mitt dsa I v.6 sheets/year

file a rnastrr ozapatchmciat os phortographice negative
of sire document I 'qu'std and :he limited numbhes of

copies requited dosnot rarranor ffser reproduciton.



ATEPLAN "A PLAN "B

VOLUME MAN DAYS GROSS GROSS VO0IMF MAN DAYS GROSS GRQS:':1T RMOUIlED MAN DAYS MAN YEA!(S REQUIRED MAN DAYS MAN YEARS

ay

4,832 layouth/year 61 q3.4 .28 4,832 layouts/year 61 73.4 .28 6,332 lay
3,291 layotra/year 41 49.3 .19 3,291 layout-/year 41 49.3 .19 3,834 lay

2.500 layouts/year 32 3..5 .15 2,500 layouts/year 32 38.5 .15 2,500 lay

7 5 layouts/year 1 1.2 .01 75 layouts/year i 1.2 , Cl 7.5 lay

1,000 layouts/year 12. 5 15.0 .05 1,000 layouu/year 12.5 15.0 .05 1.090 lay l

9 12 layouUs/year 10 12.0 ,5 
-,

ay - - _________

-y-2,912 ploaee/year 146 175.6 .68 3, 744 pia

- 122 plates/year 6 7.2 .03 156 pl7

4,82 plates/year 242 291.1 1.12 4,832 plato/year 242 291.1 1.12 6.332 pl1j
3,2,11 plates/year 165 9. 5 .16 3,291 plates/.ear 165 19".5 .16 3.834 pla

2,5To plates/year 125 150.4 .58 2,600 platea/yeat 126 150.4 .58 2.500 pla

75 plates/year 4 4.8 .,2 75 plate/)car 4 4.8 ,02 75 pla

1,000 plates/year s0 60.2 ,23 1, 000 plates/year 50 60.2 .23 1. 000 pI

'i2 plartcs/year 41 49.3 19

ll. . 141 16.9 .68 110,006 shen/yeas 147 116.9 '68 .75. 000 si

7.x, : 19 - 143.2 .5 17l0.64C ihe .cu :e"ar 119 143.2 5 1

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _



PL__AN "S' PLAi 'C"

GROSS VOLU.tAF MAN DAYS GROSS GRQSS VOLUME MAN! DAYS GROKS GROSS
MAN YLA•S REQUIRED MAN DAYS "',,N YEARS REMD ED "IN DAYS MAN YEARIS

.28 4,832 layoun/yeat 61 '3.4 .28 6.332 layout/year 79 96.0 .37
.19 3.291 lavoua/year 41 49.3 .19 3.834 Iayous/yer 48 67.7 .23

. 15 2,-%00 layo:iu/yesr 3' 38.5 .15 Z, S0O layouu/year 32 38.5 .1

.01 78 layouts/year 1 1.2 .01 75 layouts/yeat 1 1.2 .01

.05 1,000 iayouu/year 12.5 15.0 .05 1. 090 layous/yeaf 12.5 15.0 .05

-05-

2.912 plates/year 146 1715 6 .68 3. 744 plates/year 187 223.0 .87

S12 plates/year 6 7.2 .tL1 156 plata/yeat 8 9.6 .04

1.12 4,832 plates/vear 242 291.1 1.12 G,332 plAtes,';ea 317 381.4 1.47
.76 3.291 plate/year 66 198.5 .76 3.834 plates/yeao 192 231.0 .83

.58 2,600 plates/yewr 125 150.4 .58 2,500 plates/year 125 110.4 .58

.02 75 plates/year 4 4.8 .02 75 plztes/yea 4 4.8 '02

.23 1,000 plates/year 50 80.2 .23 1, COO plates/year 50 60.2 .23

•19

.68 110.005 thets !yea. 147 176.9 .68 175.000 the•wi "33 Cr20.3 1.08

.55 178. 640 .hee , I 19 143.2 .55 23 0,000 shce ./syen 187 U15.0 .8!

secstoa IV - -S



FUNCTIONAL AREA DESCRIPTION OF WCulK PRODUCTIVITY RATE
VOLUME

F. Reproduction
4. Offset Duplicating This medium of ueproduction is used &6 the most

economical method for reprodtucing documents, cards.
forms. etc., In quantities of 50 or mote.

SL Title Announcement Bulletin The plstes are inked and run on offset paper, 48 setups/man day
both Sides.

(1) T AB Orde~r Fortt Sanme As above. 48 setups/man day

bS. Catalog Cards Plates ate inked And run on Bristol card stock 13 setups/man day 2416 press runs/year
0I) With Abstracts that hat b~tn cut to 10 in. x 9 in. so thva 6 cards 320 copics/Year run

will appear on each sheet. The sheets are reversed 6 cards each
and rerun with the S.ackup plate so that both side,; of
the card i s u e imprinted.

(2) Withouti Abstracts Pises iu. Inked and run on Bristol card stock 48 setups/man day 3291 press runs/year
6 up. one side only. 1,20 copies/run

(3) A.! Card Invoices Plates Are Inked and run on offset paper, one side. 190 pardss rn/earh

C. Prefab bibliography Cards Plates are inked and run on Bristol card stock 6 48 setups/man day 2500 press runs/yean
Up. one Side oniy. 101 copies/run

d. RclasifictionBulltin6 cards eachd.Relusfcaln ulenPlates are inked And run on offset p,ýper. both sides. 58 setups/man day 75 press runs/year

e. Manuals. brochures. etc, Plates are Inked and run on offset paper, both sides. 46 setups/man day 1000 press rust/yeas

I. Tralslaton Accession List Plates are inked and fru. on offset papea, both sides. 48 setups/man day 012 press rums/year

g.Microcards Ptltut cataloging Infomastion on back of microcard. 48 sett-po/msnt day
Uacbinie m.ust he hand-fed.

5. Bindery (coillating,)
A. Title Announcement Builletin Collate Title Annourcensent B~llet% 1.1700 sen. 15. O00rnnan day

(1) TABlOrd"eFrmos Collate TAB Oder form 1,7900masiiilly. 1. 700/an aday

IS. Corealog card,

(2) Withou Abstracts Collate 20 saet. 2.40)oiman day 2,416 x ' 0/yaa2
(2)W~toutAbsnacn Cllae 2 ses. . 400/man day 3,291 x 20/yeas

C. Prefab ablltiogpaplsy :QIau 100 sets. 940mndy230 0/
d. Reclassifications ;slletsn call~ate 1. 000 4set. 2. 000/man day 2.3 50 1.00/year
e. kdAUSuals eand Brochufes. etc. 15. 000/mato day 100 1 1.5000/ye ar

6. Binsdery (Cutting
A. CO t4 6- Cards

(1) Withu Abstracts4 u/a ay2 1 Bya
(2) Wathoos Aboatise 240 clat/snan day 2,416 1 S/year

h. ~ ef bsa l~ o re ~ y 4 0 cu bt/m a n da y 3 . 20 0 x $ /y ea r

r. MauaaIa. uciturgs. etc. 240 cuters/man day 2,50 x 20/year
4. RAWs Stock24cusmndyoI ya

fl) tloden akiuwl 500. 000 (25-1/2 30-1/2, 120 .ats/mas day 391 800

e. 4tcocada t &Oil Stack mictocardi (Dousble L-U) 1. 440 c64as/mea day

I. (1) A~~paph(B2BI~~j Aweags 3 0 page;/4oc. (cut page,) 10ic/,ndy1)dc(Z) OiTautidll.1g AýSeage 30 p~sge/doc. (Cutt pqsp) tOO0 6Mc. /saua s4Y 116c /d a
f G) Pbowustss(7. 31%) Average 30 Fageu/doc. (Cut p.#gel 100 40e. /muaa day 1so d0c. lea



PLAN "A" PI AN "B-"

ITY RATE MAN DAYS GROSS GROSS VOLUME MAN DAYtS GROSS GROS
REQUIRWu MA'N flAYS MAN YEARS REOUIRED MAN YEARS MAN YEARS

s/man day - - 2912 pri•. russ/yea" C £1 73.4 .28

/man day - . 122 press runs/yca 2.5 3.0 .01

s/man day 2416 press runm•, Ki 1.51 181.7 .70 2" '.!.1 ru/ag-r) 11 .70

320 copieo/yeas run (TAt q..." 'y or'y)

6 c175s each copies/rtn
6 cards each

s/man day 3291 press rins/yeau s3 0 .32 3291 press runs/year 89 83.0 .32

120 copies/:.un 175 copies/run
6 cards each C cauds each

1903 press runs/year 40 48.1 1)9 103 pires runs/year 40 48. . 19

'/man day 2500 pres3 runs/year 52 62.6 .24 2500 pres rns /year 52 62.8 .24

100 copiesi;ull 100 copies/rtus

6 cards each 6 carls each

/man diy 715 pres runs/year 1.6 1.9 .01 75 pres runs/year 1.8 1.3 .01

%/man day 1000 press runs/yer 20.3 26.0 .10 1000 prcss tuns/yeAt 20.8 25.A . 10

Iman day 812 press runs/Kai 17 20.S .08 - -

ima. day - - - 48 press runs/day 250 300.;5 1.16

day 1.000 x 28/week 971 16,7 .4,7

day 2.416 aO 20/yeaz 24.1 . p so0 2.416 x 20/year 20 ?4.1 .09 3

y3.30 120/year 33.0 .13 21.4 3.291 x 20/year 27.4 33.0 .13

day 2.,0 G0,, iO/ear 12.5.1I .48 104 2.SOzlOya 14IS ,

day 2 IS 100/C yar 12.1 .4@'2 2.500. 100/year 104 115.1 .482
day 86 x lxOC'year 6.0 .02 S 75 x 1.000/ye.a 5 6. .02
day "00a I l.500,ar 60.2 .23 30 500 sx I. 00/y 50 a0. 5

slat day 2.413 x 81/)eA 97.4 .37 81 2,413 - 8/year ,1 97.4 .37 3

nan day 3. ils a 8/.YeAr 112.3 .1 110 3.291 x S/yeur 11O 13Z. '. 1 .51 3

s.an day 1. 500 r 8iyrur 101.1 .39 54 2. 500 x $/yea. 84 1.0l.1 .38

rar. day 60 10 a ' .. 1 .02 4.2 5 a 2yCar j 4.2 5.1 .02

n ay a 10.. , .41 4# N,•3.•.. 8/year 94 12.9 .41.

*n'. day

'...s.day 
2.40/day 417 001,7 1.8 3

n y131 d-., d, 414.. 1St dSeC. iday 348 413.7 I1.81
man4l %do, "'3y 61. .4 1 10 doc. /A -k ISf 61.4 .2

r'4t 1.4y 13 do. , 5 .14 31 13 d'c. /dsý 31 31 3

1 i i



PLAN "B" PL _ANR _C'__

GROSs VOLUME J MAN DAYS GROSS GRGSS VOLUME MAN DAYS GROSS GROSS
MAN YEARS -T REQUIRED MAN YEARS MAN YEARb REQUIRED MAN DAYS MAN tEARS

S2912 press runs/year 61 73.4 .28 37,44 press runs/year 78 33.8 .36

122 pr,.. runs/year 2,5 3.0 . 01 156 prmss runs/year 3.5 4.2 .02

.A70 2416feu runs/ y) 151 181.7 .70 31U• press runs/year 139 239.4 .32(TAB AtleU quanlt ty only)

176 copies/run Est. 250 copie/rdei

6 cud. each 6 cards each

. 32 3291 press runs/yeur 69 83,0 .32 3834 press runs/year 80 96. 2 .37
176 coples/run Est. 250 copies/iun

8 cards each
. 19 1903 preus runs/year 40 48.1 19 6 cards each

,j press uns/yeL, 49 39.0 .23

. 24 2500 penss rum/year 52 62.6 .24 2500 press rut /., "'er 52 62.6 .24
100 copies/run 100 copies/run

6 cuds each 6 cards each
.01 75 press runs/year 1.6 1.9 .01 "1 press runs/ycar 1.6 1.9 .01

.10 1000 press runl/year 20.8 25. 0 .10 1000 press iuns/year 20.8 25.0 .10

.08

48 press runs/day 250 300.9 1. 1e 62 press 'una/day 323 388.6 1.49

1,000 x28/week V7 116.7 .45 1, 700 x 36/week 212/year 2.55.0 .98

20 2.416 x 20/year 110 24.1 .09 3,166 x 20/year 26/year 31.3 .12
27.4 3,31 x 20/year 27.4 33.0 .13 3,834 . 20/year 22/year 38.5 .16

104 2,500 x 100/year 104 120.1 .48 2. 500 1 100/year 104 125.1 .48
5 75 s, 1.000/vear 5 6.0 .02 75 x 1,703/year 8.5 10.2 .04

50 500 x 1.600/year 50 60.2 .23 500 x 1. 505/year 50 60.2 .23

81 2.416 a 8/year q1 97.4 .37 3.166 x 8/year 104 127.- .49
11. 3.291 x $/year 110 132.3 .11 3,834 x 8/year 128 154.0 .59

84 2.500 K #/year 84 101.1 .31 2.500 x 8/year 84 101.1 .39
4.2 50 a2 year 4.2 5.1 .02 S0 • 2yesr 4.2 5.1 .02

so88 • ( 8/ye 88 105.9 .41 5CO 000 8e1 133,5

804 300
2

.4
0 0

/day 417 50,.7 1.93 3.10iday 508 647.3 4,49

41 131 doe./day 34 418.7 1 'I1 22,J doe./day 51 Joe./day 550 - 826 416.7 3.1431 20 doc./day 1 61.4 .24 32 4oC../day 80 6,2 .37
13 do../"y 31 37.3 .14 20 doe. /day 50 60.1 .23

5ectlm OV - 9



FUNCTIONAL AREAS DESCRIPTION OF WORK PRODUCTIVITY RATE VOLUM•E

F, Rlepoduction

7. Bindery (Drilling)
a. C.talog car* 16 sets (42,000) 400. 000/man day W48, 000/year
b. ReWeseed Documents Estimate 10% of these are drilled. 20/man hour 17/day

B. ine•ry (Banding)
a. Blanding Cards All caris are bande in sets of approx. 120. 480 pkg. /man day 49. 250 pkg. /year

b. Banding Microcards Microcards are banded in sets of 50 each. 480 pkg. /man day

9. Bladary (Stitcimg)

a. Requested Documents Joggle and staple 600/man day 155 doc. /day

b. ASTIA D-cuneno

(1, Manuals, Brochures, Etc. 1,000/man 0y 0..500 doc./year
(2) Title Announcement Bulletin 1,400/r'rau day

TAB Order Form
(3) Reclassification Bulletin 1,400/man day 15.000 doc. /year

10. Stock Handling Unload paper and index Bristol from trucks, move Indeterminate Indeterminate
into stock (in basement),rcarrange stock (all sensitized
materiali and chemicals have to be med in order of
receipt), shifting of material from cne operation to
another.

11. Contol

a. R•pro Control Initiate work ordern. 75 work ord.cria/an day 66 work orders/day
Maintain statistics and records on reproduction. 75 work orders/man day 66 work orders/,ay

b. Maintenance of Repro Files Rec "Filication, restoration, withdrawals and 2 doc. /man day (reclass) 300 repio/year
rtwn of rcpros (inrluding records) 0.25 Joc. /man day (resto') 50 doc. /year

100/man day (withdrawals & 33 doc. /year
12. bar~ofilhming return)

a. Control Logging in and vut and follow-up on reproduction 180 doe. /man day 34,250 doc. /yer
of documents for TID.

b. Prepare Prepare for microfilm and reassemble 150 doc. /man day 34.250 d-e. /year

C. MLcrofum lDocument Microfilm documento average 35 pages/doc. (Includes 35 doc. /han day 34,250 dc. /year
6 target shots)

d. Splicing Document & Finm screening (splicing in correctioon) 90 doe. /man day 34,'250 duc. /year

Supervisor

C Ma huintenace Maintain all photo equipment Indeterminate Indeterminate

13. Film Processig Develops nucrofllm I0 ,eels/nran day 2.039 tes/year
Proofreading developed fili 10 reels/man day 2,0:39 reels/year

(Listing errc against document) 0( teels/man day. f on 16mm)

DeVClop copy CamrCa Will 80 negartues/'rran day 12,510 negs/year

"I



PLAN A PLAN B'-

PRODUC r IV STY RATE GOSC SSMAN DAYS GPOSS GR
S" - -- -"ll DAYS Os

VOLUME MAN DAYS VOLUME R 1A Y
REQUIRED MAN DAYS MAN TEARS RE011ZED MAN DAYS MAN

400.0 00/man day 548, 00/year 1 4 1.7 .01 548.000/year 1.4 1.7 0
20/man hour 17/day 27 $2.5 .13 17/day 2? 32.5

480 pkg./man day 49, 250 pkg. /year 103 .23 9 .48 49. 250 pkg./year 103 123.9

480 pkg. /man day - 12,000 pkg./year 23 30.1

600/man day 155 doe. /day 85 78.2 .3' 185 Aoc./day 65 78.2

1,000/man day 10, 500 doe. /year 11 13,2 .05 10. 50 doc. /year 11 13.2
1,405/nman day - - 119,600 doc. /year 85 102.3

1,400/man day 15, 000 doc. /year 11 13.2 .05 15,000 doc. /year 11 13.2

Indeterminate Indeterminate I man year 1.00 Indeternniiate 1 man year 1.

?5 work orders/man day 66 work orders/day 220 264.7 1.02 86 woik Order/day 220 264.71
75 work orders/ritai day 66 work ordersh/ay 220 264.7 1.02 66 work orders/day 220 264.7

2 doc,/i an day (reclast) 300 repro/year 150 180.5 .63 300 repro/year ISO 80.5
0.21 do"./man day (restorj 50 doe./year 200 240.6 .93 50 doc./year 200 240.6

100/man day (withdrawals & 33 doc./ycar 83 99.9 .38 33 doc./year 83 99.9

return)

180 doc /,man day 14,2,M odo./year 191 27,9.8 . 34,25n doc. /year 191 229.8

150 doc. /min day 34.250 doc./year 228 274.3 1.011 34,250 doc. 'year 228 274.3

39 doc./man day 34.25e 0 doc./year 979 1,177.8 4.53 34.250 doe./year 979 1,177.8

90 doe./man day 34.,2 loc./year 381 458.4 1.76 34.250 doe./year 381 468.4

1 man year O I.0 I man ytar

Inv-term.name Indt nitnate I man year - 1.00 Indetevminate I man year

10 reels/nan day 2. 4)3, rcls/year 204 246.4 .94 2. 039 reeia/year 204 245.4
t0 reels/man day 2,'' reels/year 204 245.4 .4 2,039 reels/year 204 345.4

(5 rees/oman day, ifon 16mnm) .--.- - . -

80 regrmves-i'an day 12, ',ri ' cg/year !oS 787.7 r 12,510 negs/keJAr 156 187.1

_ _ _ _ _ _ _ __ _ I _ _ _ _ _ _ __ _



PLAN "B" PLAN "C""PAYS GROSS VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS ,ROSS GR•OSS)AYS MAN TEARS RFQUIRED MAN DAYS MAN YEAR6 RE6X.EED MAN DAYS MAN TEARS

.01 54
8
,000/year 1.4 1.7 .01 672,000/year 1.7 2.0 .01.13 17/day 27 32.5 .13 32/day 50 00.2 .23

.48 49,250 pkg./year 103 123.9 .48 57,100 pkg./year 119 14312 .55-12,000 pkg. /year 25 30.1 .12 15.600 pkg/year 32.3 WA9 .16

.30 155 doc. /day 65 78.2 .30 291 doc. /day 121 145.0 .64

.05 10,500 doc./year 11 13.2 .06 10,500 doco/year I 18.2 .06- 119,600 doc./year 8.5 102.3 .09 195,000 doc. /year 139 167.0 .04
.05 15,000 doc./year 11 13.2 .05 15.000 doc./year 11 13.2 '.05

1.00 Indeterminate 1 man year - 1.03 Indeterminate I man year 1.00

1.02 66 work orders/day 220 264.7 1.02 78 work orden/day 260 312.8 1.201.02 66 work orders/day 220 264.7 1.0'2 7ý work orders/day 260 312.8 1.20
.69 300 repro/year 150 180.5 .69 300 rePro/year 150 180.5 .69.93 50 doc./year 200 240.6 .9• 50 doe./year 200 240.6 .93.38 33 doc/. year 83 99.9 .38 52 doc./year 130 156.4 .60

.88 34,250 doc. /year 191 229.8 .88 42.000 doc./year 234 281.5 1.08

1.05 3 4
,250 doc./year 228 274.3 1.06 42.000 doc. /year 280 336.9 1.30

4.53 3
4,250 doc./ye ir 979 1,177.8 4. f3 42,030 doc./year 1,200 1,443. 7 5.55

1.76 3 4
,250 doc./year 381 458.4 1.76 42. OCO doc./year 467 661.8 2.16

1 man yea 1.00 1 man year - 1.00
1.00 Indeterminate I man year 1.00 Indetermuinate 1 man yar 1.0c

.94 2,039 reels/yeas 204 M5.4 .94 2,471 reela/year 4147 297.2 1.1,.94 2.039 reeLs/yea: 204 245.4 .94 2,471 reels/year 247 297.2 1.14
S1.236 reels/year --.-.

2 12,510 negh/year 1.' 17,641 aegs/yer 221 1. 0

ketion lV - 10



FUNCTV4AL AREAS DESCRWTIOIN OF WORK PRODUCTIVITYf RATE
VOLUME

14. Miatiolmm Archives
Mahe cssapuasae Copies One Wauter for vault 30 reels/man day 821' reeik/year

on. rproducm'ble matter
One working copy
Maintenance of microftlim files. 1) 40 tUtles/man day 1600 changes/year

2) 100 charges/man day 189 charges/day
Breaktiown Breakdown fim into individual documents and 6 reels/man day 6096 reel/year

place In file. (10 reels current production. 15 reels
back from alrgrapb/day)

IrIeI Documnent feqr~sa Arrange in nueihtzcal order and sort for Airgrsph 326 items5/man day 189 Items/day
reproduction.

15. Prcs Ailrp Sot and splice by density into 100 ftreels 395 items/man day 189 items/day
(18 reel/day)

Print 13.3 reels/man day 10 reels/day
Process (Including maintenance of processors.) 8 reels/man day 10 reels/day

18. Photo PleAn Procevs photo prints for requested documents, 360/man day 1754/yeru
TOO. brochures. etc.

a. Microcards This medluin of reproduction Is used when the
requeiter desires a complete copy of the docusment
in microcopy form. The mlcrocard is forwarded on
request in lieu of a paper copy of the document.

60 prinots each 62 doc. /day - printing only 9400/man day
Makeup SO/man day
Preparation of machine 9/man hour
Process Microcards 480/man hour

Drying Rorn Ferrotyping and drying phoctoprints 400/man day 7514/year

Stock Hlanding Storage and withdrawal oý photo supplies

G. shipping supervisor
1. Addressoeaphl Maintain addressogAph glates fil. user agencies showing

a. Maintenance of Ushis Agency on master plate for each user :ha aubject Divisions for which g 120 changes/man day 200 changets/day
Plants cleared, type of agency, Agen-cy Code Number, Steurisy

clearance and addres with attention line.

Proofread plates. 240 plaws/msan day 200 changet/day
Negligible

Maintenance of TDD Distribesion Maintain distribution list for Technical Data Digest. -

List

Is. Addressing Forms, envelopes at 1abels for shipping.
(1) TAN (1, 000 plates 62 times per yer) 1. 000 Iamem/manl bow
(2) ATI Cards (1, 100 plates 14 times per year) 1. 000 Items/mae hour 300, 950/year
(3) Form L~tur & Enuelope 50 per year to 660 addresses. 300 iftems/man hour 66.600/year
(4) Strip Lietdap All plates as requir..d. 1. 000 Itemns/man houir 134. OOO/yesr

2. ATI Cards
a. Masking invoie hUsk Invoices for Agencie. still getting card 330 intolcal/maii 4sY 69. *$8/Year

agot-ostically.
Ir. Noises C;'ard &Ssff ;elect cends and stuff into envelopets. 400 Invokces/man day 69.o SS/YeAr
C. Seal Envelopes Seal ent".lopel. 1. 530 invokes/iman day 69. WeS/Yef..



RODUCTVTT RATE PLAN "
VOLUMR E MA N DAY S AGRN6$ GROSS VOLUME MAN DAYS ROSs GROSS

REQUIRED MAN DAYS MAN YEARS R•REIRED MAN DAYS MAN YEARS

80 reet/man day 6117 melt/yen 104 214.4 .94 6117 reels/year .204 245.4 .94

40 thles/mim day 1800 cli 57s/ye a 46 54.1 .11 J800 cbanges/year 45 54. 1 .21
100 chhbu /r'ma day 139 cbuges/day 348 418.7 1.61 1389 targes/day 34e 418.7 1.61

6 reelm/man day 6096 reels/year 849 1011.4 3.98 096 reels/yea 849 1021.4 3.98

825 Items/man day 189 Items/day 107 128. 7 .50 1389 Items/day 107 128.7 .50

325 Items/man day 139 items/day 107 128. 7 .50 139 items/day 107 128.7 .50

13.3 reels/man day 10 reecs/day 188 11. 2 .87 10 rees/day 188 22.2 .87
8 reels/man day 10 reels/day 313 376.6 .45 10 reels/day 318 356.8 1.45

350/man day 7574/year 22 26.5 .10 7574/year 22 26.5 .10

2400/man day 2400/day 260 300. 1. 16
30/man day 4C/4ay 400 481.2 1.85
1/man bour daily 63 75.8 .29

480/man bour 2400/day 125 150.4 .58

400/mao day 7574/year 19 2. 9 .09 7574/year 19 22. 9 .09

1/2 man year - .50 1/ man year - .50

Iman year - 1.00 1 man year - 1.00

120 cbangeo/m.an day 200 cbanges/olay 417 501S.. 1.93 200 cbhges/day 417 501.7 1.93

240 plates/man day 200 changes/day 2 250.2 .96 200 ,Isanges/day 208 250.2 .96
Negligible

_ _ _2,600/woek 17 13.5 .08
1, 000 items/man bou - - G00/wer ; 4 4.8 .02
1. 000 items/man bout 500, 9O/year 38 45.7 .18 210. on/ysu 28 33.' .13

300 items/man hos 655,500//ear 27 32.5 .13 6,600/year 27 32.5 .13
1.000 Items/man bowr 184,•O0/yeat 19 21.9 .09 1.54,000 Items/your 19 22.9 .09

330 invoices/man day 69, O98/yesr 212 25,0 .98 51,81/yeu 156 187.7 .72

400 Involce/mAn day 69. 988/yesa 175 210.5 .81 51, 811/you 129 155, 2 .60
1. 330 invoicas/man day 69. 99/year 53 6.6 .13 51, 38al/ye. 39 44.9 .18



PLAN "r" PLAN "C"

GROSS VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS GROSS GROSS
MAY YEARS RE(OUTRED MAN DAYS ?4AN YEARS REQUIRED MAN DAYS MAN YEARS

.94 6117 reels/year 204 245.4 .94 7401 reels/yem ,47 297.2 1.14

.21 1800 changes/yea: 45 54.1 .21 1800 Chanes/year 48 54.1 .21
1.81 139 chause/day 349 418.7 1.61 220 chsts/day 650 661.7 2.88
3.98 5096 reeks/ye•a 849 1021.4 3.93 6250 reals/year 1042 158. 6 4.82

.80 139 items/day 107 128.1 .5p 211 items/day 208 250.2 .96

.50 139 items/day 107 198.7 .50 271 items/day 206 250.2 .96

.87 10 reels/day 188 226 - .87 1s rels/dsay 301 36L1 1. 89

.45 10 reels/day 313 376.6 1.45 16 reeb/day 500 60185 2.31

.10 1574/yeu 22 26.5 .10 12. c54/y. 34.5 4L. .16

2400/day 280 300.8 1.18 3100/day 323 28 6 1.49
48/day 400 481.2 1.85 62/day 517 693.0 L39

daily 63 75.8 .29 daily Sa 75. .2O
2400/day 125 150.4 .58 3100/day 20.% 30. .0

.09 5874/yea 19 22.9 .09 12,064/year 30 26.1 .14

.50 1/2 man yea - .50 112 man yea - .80

1.00 1 man year - 1.00 1 man year - 1.00

1.93 200 changet/day 417 bOl.7 1.93 200 ch•gea/day 417 501.7 1.93

.96 200 changes/day 208 250.2 .96 200 changes/day 208 230.2 .96

2.600/week 17 %).5 .08 S.216/week 34 40.9 .18
6CO/week A 4.8 .02 600/week (mil, isue) 4 4.8 .02

.1 270. 93F/yea 28 33.1 .13 365 662/year 46 5.3 .21

.13 65,500/yeat 27 32.5 , 1.i 65.500/year 27 32.5 .13

.09 154.000 items/year 19 22.9 .09 178. 200 items/year 22 29.5 .10

.08 51.381/year .56 187.7 .7i2 8,.038/year 258 310.4 1.12

,&1 51.261/year 129 155.2 .60 83.038/year 211 2954.3 .9
.25 51,361/yec- 39 44.9 .18 95.038/year 647. .a7.0

Sect!wl IV - 11



FUNCTIONAL AREAS DESCRIPTION OF WORK PRODUCTIVITY RATE
V'.UME

G. Shipping

q. bMaeamd Documsnb
a. Single WAp Pack and Wrap - single wrap (397) 240 pkg. /man day 206/day
L. Double Wrap Pack and Wrap - double wrap (171) .. 0 pkg. /man day 39!day

4. Title Anfouceanumt Bulletin
a. Stuff lbstriced TAD '100/arun day
b. Stuff ConfdeneUal TAB 700/man day
C. Staff Military TAB
d. Seal Envelopes 1,330/man day

S. bclsification Buletin
a. Staff R.ackaficauon oulletn Stuff 1,000 copies. 700/man day 1, 000/month
b. Satl Envelopes Seal envelopes. 1, 330/man day 1, 000/month

. Duaa L-bil"Opaisk
a. Single Wrap Wrap and Ship Demand Bibllographies. 240 pkg. /man day 204 pkg./year
b. Double Wrap Wrap and Ship Demand Bibliograpb•es. 120 pkg./man day 1, 121/year

7. ASTIA Publicaun Six ot the seven ASTIA publications are (P. 8)

diuenminated to the Users - 1.350 each.
a. Stuff ASTIA Publicati.3m stuff envelopes 8. 100 (s x 1.350) 700/,nan day 6. 000/year
b. Seal Envelopes Seal envelopes 8, 100 6 x I, 350) A. 330/tian day 6,000/year

8. Form Leamb
a. Suff Envelopes Stuff form letters Into envelopes 50 letters 1.400/man day 32,500/year

(650) = 32,500
b. Seal Envelopes Folding done mechanicaly in Publishing Division 1. 500/man day 3

2
,500/year

50 le,,e• 6(50) 32,500

yi,__ _ _ _ _



PLAV -A -PLAN 'B"
OF WORK PRODUCTIVITY RATE . ..-...v(0.UME MAN DAYS GrOSS GROSS VOLUME MAN DAYS

REQUIRED MAN DAYS MAN YL 4RS REQ(IIRID

(397) 240 pkg. /man day 205/ ay 215 258.7 1.00 206/day 215
(171) 120 pkg. /rman day 0)/day 185 222.6 .85 89/day 185

'100/man day 0-- - -/week 4
"D0/man day - 1,300/week 97

--- --- 900/week 671. 330/man day - -1,950/week 76

700/man day 1.000/nokith 74 89.0 .34 1. 000/month 74
1.330/m an day 1, 000/nsnth 39 46.9 .18 1,000/moat, 39

ographies. 240 pkg. /man day 204 pkg./year 1 1.2 .05 204/year I
ographies, 12' pkg./rnan day 1,1"1,) ýc 0 10.8 1. 121/yectr 9

hcations are (F. 8)

each.
. 350) 700/man day •,O0C/vcar 8.6 10.3 .04 6.000/year 8.6
.350) 1.330/man day 6, 000/year 4.5 5.4 .02 6.000/year 4.5

opes 50 letters 1,400/man day •2.500/year 23 27.7 .1] 3 2
.500/ytat 23

iv Publishing Divisioa 1.500/man day 3 2
,500/y~ar 22 26.5 .10 32,600/year 22

___.1_____ . 1. _L _



PLAN "'B" PLAl' -r..

GROSS VOLUM4F MAN DAYS GROSS GROSS VULUME MAN DAYS GROSS GROSMAN YEAPS REC-UIRED MAN rAYS MAN YEARS fREOJIP0D M AN DA7S MAN YEARS

1.00 206/day 215 258.7 1.00 397/day 414 498.1 1.92.85 89/day 18.5 222.6 .86 1i1/day 356 428.3 1. 65

SO/week 4 4.8 .02 68/week 5 6.0 .021.300/week 97 116.7 .45 1.618/week 1.0 144.4 ,56
900/week 61 80.6 .31 1,419/week 105 126.3 .491-, 1900/week 76 91.4 .35 2.632/week 103 124.0 .48

.34 1, 000/month 14 89.0 .34 1.350/month 23 27.7 .11
S1 1. O1,00/month 39 46.9 .18 1,350/month 12 14.4 .06

.05 204/year 1 1.2 .05 250/yeat I 1.2
1,121/year 9 10.8 - 1.375/year 11 13.2

.04 6.000/year 8.6 10.3 .04 8,100/year 11.6 13.9 .05.02 6.000/year 4.5 5.4 .02 8,101/year 6.1 .3 .03

.11 3 2
,500/yeat 23 27.7 .11 3., 500/year 23 27.7

.10 32.500/year 22 26.5 .10 32.500/year 22 26.5 .10

S I
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PLAN "A' PLANT
FUNCTION5AL AREAS DESCRIPTION OF WOR1K MANNING GROSS G

MAN YEARS MAYE

hz Office of the Chief Responsible for the accomplishment of that portion of the
ASTIA Mission aniped to DSC.

i. Chief. DSC: Directs all components of dsC and keeps the Director of Chief, DSC 1.00 1.00
ASTIA Insformsed.

2. Deputy Chief. DSC: Assumes full responsibility for DSC in absence of Chief. Deputy Chief, DSC .. 1.00
Supervises all components of DSC under general supervision of 2 Clerk Stemo. 2.00 2.00
Chief. DSC.

L Adminiastrative 1Sf.,' In order to cany ant the mission of ASTIA It is necessary
to perform a itsunher of Stati' level functions. These staff
dories are inpecfslls-i znd reuidre trained specialists.

1. Adminlusratnu Perforn administrvt~v fussetloos; as pertain to personnel. Chief (Admnss. Office) 1.00 1.00
budget and (local, supply, mail and receptioniats. Admnin. Ajat. 1.00 1.00O

11dge sand Fiscal Contoul purchase orders, authenticate reports of con- 1 Budget & Fiscal officer 1.00 1.00
tractors, and prepare periodic personsnel and budget status 1 Clark Typist 1.00 1.00
reports.

MALI Control and route both incoming and outoging mail. 1 Chief (Clerk) 1.00 1.00
4 Clerk, Mail 4.00 4.00O

Personnel Hin~dle all matters perssnlnng to personnel actions. 1 Driver, Track 1.00 10

1 Admnin. MAt. 1.00 1.00
Re~.eption~ist Check securaity clearance of persona admitted to DSC 1 Clerk Typist 1.00 1.00

for purposes of obtaining services or use of reference tiles and
reports. 2 Clerks (directly re-sponsihie 2.00 20

Supply Procure. Issue and mgittaain records on all office to Admsin. Office)

supplies and equipment necessary to sustatin DSC operationts. 1 Chief (Supply Clerk) 1. 00 1.00
2 Clerks (Supply) 2 00 2.00
1 Clerk Typist 1 00 1.00

2. Plasn and Operatinns Responsible to Chief and Deputy Chief. DOC in analy"n I Chief. Operation Analyst L' 0 i. 00
operations, at the operatinag level, perforsming staff sttudies, 1 Org. & Matodhvl Examiner 1.00 1.00
nsalssslning standard operating procedures, and compiling 1 Clerk Typist 1.00 t. 06
essential statistics to justify Operational requirements.

3. Secssrlt'r Take such actions as are neceaary to Implement &and 1 security Officer 1.00 1.00
maintain plant security.

I. Operating staff Assume responsibility 3t the operating level for the Chief 1.00 1.00

accoenpllshinerss of all phases of DSC activity. Asat. Chief 1.00 1. 00

1. Chief, service Division Sspervrse cuomponents of DSd engaged in cataloging. 1 Clerk Steno. 1.00 1.01

indexing, annsouncing the availability of. and Attsribustion to
accredited users of scientific and 'erbalcal documents acquired
by ASTIA, maintain a reference tlh:ary and provide reference
and related services int~ttling bibliograpsits us requested.

2. Cha'f. Production Dikuston Supervise conipotsen:3 of DSC engaged in all foras of Ctuef 1.00 1. QO
reproduction. pub-,.aston copy pccs-ntstion, illustration and Apti Chief 1.00 3.00
formal. Responsible for establishing specificationss lor and 1 Clerk tttr L. 00 10
mnaintaining the development of new pwaslisbing &and pisonsgraphic
pry-cetses and equiupm'ent as becomes neceusry for fulfti-tingt
ASTIA mission.I

Tots! hMat DA s A Man YVears (Growa) Fla. 'A- Great Man P'ays. 52. 35. 1, Gross Mar Yearn. 201.,41. Plan "0 GtLva Man Days. 5.3 343.9. Gx.- 41,j, ye..
Plan -C- Crems Man Days. 62.3711. 1. Gross Mart Ytsan. ?39. 94



PLAN "A" PLAN .'8" N

DESCRIPTION OF WORK( MANNING GtIIG ROS GRS

MAN YEARS MAN TEAMS MAN YEARS

Responsible for the accomplishment of that portion of the
ASTIA mission assigned to DSC.

Directs all components of DSC and keeps the Director of Chief. DSC 1.00 1.00 1.00
ASTIA lInformed.

Assumes fAl responsibility fat DSC in absence of Chief. Deputy Chief, DSC 1.00 1.00 1.00

Supervises aUl components of DSC under general supervisions of 2 Clera Stenos. 2.00 2. 20 1 I 0

Chtef, DSC.

In Order u carry our fhe mission of ASTIA Iti ne Vcessary
to perform a aumber of Staff level functions. These staff
duties are specialized and require trained specialists.

Perform administrative fmuntons aspertal., topersicenoel. Chief (Admin. Office) 1.00 1.00 1.00
budget and fiscal, supply, mall and recephoniasi. Admtin. Anit. 1. 1`0 1.00 0

Control purchase orders. authenticate reports of con- 1 Budget & Fiscal Officer 1.00 1.00 1.00
tractors, and prepare periodic personnel anti budget srtatin, 1 Clerk Typist 1.00 1.00i.0
reports.

Control and ,'oute both incoming and outgoing mail. 1 Chief (Clerk) 1.00 1.0 L 0C
4 Clerk , Mail 4,00 40 40

Handle all matters Pertaining to personnel actions. 1 Driver. Truck 1.00 4.00 4.00

I Admins. Anst. 1.00 1.00 00o
Check secsurity cleairsnce of esowl= admuitted w __ DlekTpit10 1.00 1.00

ior proposes of obtaining sekvices or use of reference files and
reports. 2 Clerks (dirctcly responsisble 2.00 2.01 2.00

Pwresrme issue And maintain 2ecords on all office u dun fie
supplies and equipment necessary to sustaln DSC operations. 1 ChIef (Supply Cls-rk) 1.00 1.00 16

2 Clerks (Supply) 2 CO 2.00 200
I Clerk Typist 1 00 1. Go j100

Reapocille to Chief andl Deputy Chief. DSC in analyzing 1 Chief. Operation Analyst 1.00 100 100
operaticnis, at the operaiing level. performing staff studies. I Org. & )/.thols Examsiner 1.00 1.00 1.00
maintaining standard operating procedures, and compiling 1 Clerk Typist 1.00 1.00 1.00
essmntial statistics to Justify operational requirements.

Take such actions as are necessary to Imsplementr and 1 security Officer 1.00 1. Q0 1.00
maintain Plant Security.I

.%wssrrt responsibility at the operating level for the Chief 1.00 1.00 1.00
acconap~shmaent of all ph~ases of DSC Activity. Anat. Chief 1.00 '.00 1.00

1 Clerk Steno. 1.G0 i. 00 1.00
lsapervise components of DSC engaged In cataloging.

indeting, announcinX thre availability of, and distribution to
a-:ctedit-d users of ,clrstlfic and techinica! documenuts acquired
by A STI IA. mal-:.n z referencea Library and provide reference
andl reisred services including bibliographies; us requested.

!i'petrise trnipowsnts of DSC engaged ir all formrs of chief 1.00 i.0 1.0
teproductiton. publication copy presentation, illustranionl and Aut. Chief 1.00 1.00 1.00
fortrrsz. itesponsittle tot est~sblishiiin %peclficatioru for and IClerk Steno 1.00 1.ou 1.00
nuintAamng the ilcvelopn~enr of new puzblishing5 and phsstngsl.nac
processes and t-upmrier as becomes orcessary for fulfilling die

ASTIA misaim. ji
PlAn A Gtras Man Days, S2, 357ý 1; Grosst Man Tears. 201. 41. Plan '11 Gross klani Dayi. 53. 343, 9; sr ha

Plan -C- Gross Rars Days. ty2.3
T

S. RtGconiiM&3 Tears. 239.k4
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